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( Quote- 6pb ) ^\S\xx^ JS-^ 

cjLJjSxj Microsoft Access 2007 ^li Aja£ ^ U 1 ^ 

^ aiJ ^ ^iii o±jA\ ^ ^u^j w& ^_£> *~»UJ 

eUty 2->lijJ )) Ail tr> u^Vl <-SJJ»J J ^ AJc Ai^aj (j^S^I g-UjJ 

CjIjLuI! j3 (_SJJ*i) *>JI liA ^ ^ "-^J ((tllliUJI ■ ^cljS Sjbjj 

l^jj jau ^LaJ CjL (> Ac >oa-o ^1 ) jc » JjC Cililull s^C^ 

uijiJI JJj c*lli (^ic (jllo ( Ifria fiJjia. Olajl*-» ^tiH-ilj l^JJJJPj ^k*> J 

AjLhViml A-aUu^ ^ ( MS Access 2007 ) ^ j} V&l jju Ua <>j 
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^a.£L« jLc-I J td^j MS Access 2007 g-olijJ d*l iVmLj <ila 

<SLc CjLL^ .dlL La .Access g-lj jJ <iLli^L VI U j£i J l^UnJ 
.^Jt.... o^j-j o^Sjj uPjj* : i> jsVI < — iVT J-Liuo 

.^Jj^j Xcj^ S jjjill CjL jixjl tilt £-» JxUlll SjjOc <GLI.liaJj .1 ^"....y i 
CiULJ! jcljfl ^ijiiuil f-ljj <> *Lu*u jM 

Sjail SjSlilL 1^ua=oj CjULull tij^ull JixJI ^ <, it.^j £ua> 
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(jjjja vdlj ^ Access 2007 o^j ijjIJL l^ll&mV 
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I jSj j>J ^ Jj^j 1^1 J j Jj^ ^ ^ ^ 
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uj£J ^ L. JojI jS Objects ji CjUjI£ gx oljUl sjcIS jjSa 

.(jjjJaoll j ^laia-VI j 4jjS CjULj eOcLS ^ ^jlill 

-: aULJ Sjcli Cjlijiaj 

Tables JjlJaJI 
Queries 
Forms 
Reports 



(Tables) JjlJaJ! 

• c3aV! <^k. JjAa. tUjj gj^j CjIjLij Socli ^Lii! 
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(Records) ££***A J u^aA - S 

. (j ^ . AlC Jj^aj t «h jaL (J-aUJ! J=k*J1 



3£0J£4b leg 1. 12; IB 



jje j^j, lj^^o) <*J j (V) stii-JL wii> 3*11 fSj 

SUUL Ajjjaj £jj\jj ( g; jbyi jjxJI ) slii-JU (^L-B 
Will C^UI ^ ^ (V"\«n£A) ^UJ -OjiJi.fSjJ ( ^*V U / U ) 



lie a**-o j jL.) JD&I -uJ j (A) sUi*L <-»3a 3*11 J_£ fSj ^.jj j** 

^ui ^ ^1 (Yooron) ^uji -ujijs ^jj ( mx/.y.* ) 

(Fields) JjAaJI ji SA-frVl -t 

^ ^1 jjj*j]l jS £J^ CP 'J 1 ^ Jj-JI ^ ^ ^ ^ 

^ ^ jAj t jjj*j]1 ^Jjti Jaa. jl j>*& 

. jAMull £jjljJ <>»UJI JbJ J** 
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j*j £ ^ & ''J* W^H 

.^jjJU jjLaUSI tji&jA 

(Cells) L_£UJ -T 
-: Ju Uill lift Ulll. ^fl Ail a^Ij 
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( mv/. ) ^jj^j 
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( Queries ) ^U^UIuiVI 
Access e-fcjj J f ^-H ^ ^> oU>Li-.VIj 
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(V-^JI JJ ) -A^j-i ya CM^ ^ JUi ^ .ilS-j Sti^i 

UJI ^bjiJij ^jj^j ^ j2 j ^Ai jSl ^ 

( Forms ) ^jLul! 
/( Reports ) 

. t_jiisjLj csiiii o^^ji p jaji j j^ij ^uii 

AikUl ^L,Vl ^ILJL <_^! ^| ^ ^ u ^ j ^ 

Microsoft Access 2007 ^Jlc j^j jUjV! jV! 

Microsoft Access 2007 ^ 

<^jj Microsoft Access 2007 g-lj jj aA£ ^| | ^ ^ u ^ J .-,.-j.., 

Start ) pjJI ^3U jj (jj3 j^V! jjlb jSil Desktop ^ t>. 

• ( Menu 
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Windows SharePoint Services ^-al^j Excel i^Ljlu J,!^, Access ^Ulu jcl 
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CiLJiUj x-c\^j (ODBC) ttJ CjL-iLull acljS JL^jI CjULu jjL^*j ^ jil 
Jjl^JI »j* -i >r*- » fc*Ui jS-j ^ -c5>I ^Ij^H jJ^j Microsoft SQL Server 
V^cui JiSj ^j-^ Jl til JjS duau jjjI&I ^j^l 
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ijj^ jt Task Bar _JI J^U. jill siab j^aj ^3 ^ vyi.njj Minimize j*j 
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Down ^iLill ^ g-UjJI sjalil ju£ ^1 _^ Maximize jajSHI 

. uj^UJI <>» * j> ^Lul ^L-ali jJI siaU j j,; , y> j Restore 
j-^j^l tplcj j»Iu« Close 4j jSjVI ^ hi..>>Hjj 
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^-lijill SiaU jj,t » <^a ^.^'jMi'j Minimize 4j jijVl 
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SiaLill gj^j jij JSioll ^i-yWij Restore Down 5j jLVI 
Minimize jj» » .-ull £-Uajj Maximize jjj£1I <*->-a j j 
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..-..^ diS^j . «V j^ij i-> £-lj* ^ ^ J^J Office 2007 

Customize Quick Access Toolbar j ^j^l Jj*^ J-u** J J c> -k^' 

.iuj.UI lift ^ W^l ±J> ^ J^J 
Office Button o-A$^ JJ ~ £ 




si- 



i-> ^ S j- JjV J^J W J*J u^ 1 ^ t> >^ ^ ^ J 
t>> i> UJ^ c^J O ffice Button ^ J*^ ^ -^^^J ' O ffice 2007 

j-uSfl ^ ? J& tMUb > ] ^ o^J-iJ J-?^ 

2* j ^ ciU : Ji- e-bjJ! JiiJ u- ^ ^ ^ 0- ^ 

$ idJJj ciUJ JiUll 0- ^ ^ ^ tiU 

Exit Access j j 1^11 J^ g-^ jJ • V) ^ ^ c/J 
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.(( jfl ..^1 J ^U-iVl jl JUcVi )) 
Sialill si* lil] j3jj 4j| MS Access 2007 U> <>j 

^jj 1^1 ( Download ) J*c i^j JiiVI ^ ^ S>LaJ c^Lal! ocl jS ^1 
.Microsoft Office —j ^jJ&VI <*ij-*l) JU^jVI <jc 
J\ From Microsoft Office Online * jail <> eJjJj ^ JU-II jUa^j ^ j 

jiajll (jlc till j^kj t( JUcVl JL?-» ) Business J aT.^l U 

j Jj*-Vl s jbj : Ja- JUcVIj *fluJ ^ULull iad jS yiSl 3>U JjS 

iajjl *l jaJ j ^ jj&tyl ^Sj-L Sl^i (> dj^lj pj£ ioj 

Sharing <S jUullj Link 

.^iiaii js^Ij L«s liUjj 



^ /I 



(jk. U.>\1 : dlij 4£jla Sjj^. CjULu S^clS oUj] fli l^JDU «ol L£ . 

.<_J jail cjlia SiaU jjjAi (jlc (^IcVl ej*^ ^ y& Blank Database^ jSjI 
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Open Recent Database I d^^Iill CiLalil SJ&U 



1^ Uei^a-^ia -- 




n 




TV 



aUL*W f\J»i\ 
Primary Key ^L*^ ^UiW 



; — 

/ • 9 * 

j\ liissjij ljuui jcI jL Aikuii v-l-Vi <> ^ 01 

j&j Ms Access 2007 ^ ji ^-*\J^ >l J^>3 J) 

.fcfciJ J> j ^1 W t> 

Ui jsj. Access 2007 3 ^ ^*u» SJcls ^ ^ t- 5 ^ ^ 

•Access 2007 
Local Template : JjVl &cu>a]l 

^J J J c> <»^" J ^ J 
^ .iii J-UiB ^W^j 

s^l j LplijS- JSu U.ISL. ^ULu sjcIS pUib ^ U^L ^ 
aU£j fw.. ^ ^ c^UI—jj jcI jSl S>U J jS ^jWI ^ 

,_i^u j ^aIjIjI* CjIc^j^ 

^ Jj~Vl Sji ) c> ^ ^ ^J* MjM ^ ^ 
^j^A ^lojji- J W ^ 4 ^ a " 

^ISjj ' ^-U. Sj^ ^ ^ 

(By using Template categories ) ^ 
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(Local Templates) <Sjljio tJI j$ U.^lt <^<-j l^Jj Jj^jil 




wSU j^kj (Local Templates) <S j\3m jS ^ jja^j 

• UUjSj ^Ij oULnll jtl 4il£] s >UI J jail ^JIS U j^l 




i"1 






'..tela sJIS SlS- o^j ' SjaUB <> J^jVl *>il ^ q^jJ 

CP- SjIjc ^u^jj jJI J i=o contacts oULu 





SJftli oaUJI t-Jlill liA ejSjJ U IftJ LauJa j* t-JlSM liA jft 

( cjVI^I ) Contacts cjUUj 

^1311 JLill jla! ■ 







a+^J siaUll t> (>jVI *>31 (41 Contacts ^ -Li^ljj ■ 
^1 jSij ta^lB a^A (jc Lii eiu Ifcjs j Contacts ^-Aj SiaU ^UjJl 

Contacts <iL ^1 JiaVI cjUM S^elS 
File name t> <illjj • f*J "JA^ ' 



fie Name 




<ggJgggS> 
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oULJi Sjft lS pLSuJ ^ ( P Liil ) create .U^i U+ti> J J 
My Access 2007 ^UjJ ^| jtfV! ^ ^ l^jioj 

jojliUI j ^UJI j oL^VI j JjM l^Jil^ ^ j documents 

Templates From Microsoft Office Online : 2lu&1\ Sa^Uti 

^jl^Jlj Link J^J pl^jj ^jj&iyi ^L^il ^ 

^J^L? cpJI CiULuil SjfcUJ Sharing 





(By using Template categories ) JjiH sSli <Ja*-L 

( By using Template From Microsoft Office Online ) 




Business 
Personal 
Sample 
Education 



(^\) Education J*- J**^ 
Education J* IJuifl ^ d_>-J^ ^ f 3 " 



rr 
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Ctf-JI c> ^ j^y vJj- ( ^1 JL^ ) Educatjon ^ 

•Students j Faculty t JUJ | j^J sj^ui lJI jiB ^ jUtf 

. Jlall JUL r^^lS j 




O— - — ■ — — 

lM jljlj CjUUj SJcli Ljftl g\ J\ u 1 ^J^J ' 

SjUt S^j-'- j' 5JL.J .ill c>j*j g-U jjB ij ^ Students CjUU sjcIS 
<jJiJ Jlill liA ejajj U l^j- «-"MM ^ 0° e ^ 



( ajIUI ) Students CjULu Sjc\L 

^tsB JS-iB >i! ■ 




4^ jl! sjsliS t> j>/fl p>3I ^ ^11 Students J* Joi^j - 
>ij tSjeUB e iA UxjUjui Students 

Students— j ^>VI cjULul! 

> -cbtiSi f j£j .jfc* H ^ ^J^ 1 ,iA ^ £^ ' 

File name 





^J^lj ^JiJI ^ vStb^j SJclS Jajjj ft Li3l jLi Jj*iL ^fc 

Microsoft Office Program o^Jjj i£+S& Jc -%A\j 




C.Uyi sjds ,U3l ^ ( pUsj ) create -k~* a^I ^ ^ 

.(A_dk]l) Students 

c^i ^| d^UU, sjcIL ^LdJi ^mji ^ ji^g ^ 

^ttl JLill jlisl 




Cij^ill j ^l^V 1 ) Create on SharePoint site Sisl— i <iB j^la <ilk ^ ■ 

dij^jj i^j Jjji ^ <Mj\ai SjcIL J ^ ^a^J 

^ (^j) Finish Joi^ ^ ^ <J iX^o-^f^J ' 

£±>Jl$\ A^iii J!)U. Microsoft Office Online 



rv 
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Create Database : 2iUIjJI 2L2ujlall 

c> jl sJljS c> t> lIiLiUj sjcIS *Lijj <^t 

A-ljiiJ Iaj^j V £ ^Ij <^>UJ! f >Vi, Ba fl .'. ML-.. <uiU ^ULu 

O-u-SI g-ljjj j^Jii-i V»kL jt L_la.j ^1 ^jjJall LaS * S>l=J ulljjll 

.Y . . V 

Blank Database Acjli CjliLu S.ic.13 ^1 Jj*-ajl- V 
Saving Database SJj-vaJI lIiULJI S^cla .La- T 

New Table Jj^. J c.Lijj- £ 



rA 



Blank Data Base Ac jla «^VjUj SjcIS Jj*«»jll 
-: j>» j^L Acjti Sip* ^UU> SjetS ^) Jj-aj» U^-uj 

SjcIS JiJ .Microsoft Office Access fl-iiiJ ^ 
New Blank ) Ac jla oUU SjcIS ^ji jfcl MJi oUU 

.(Database 



--= 



bgft/hg Started mrfi Mfcrosofi' 





l^uj ( Quick Access Toolbar) yVl ^ 0- New ^ Y 

aUU JjclS *UjV ( Blank Data Base ) 




Ctrl + N J J J ^ AajI (> Ja**»H ^ 

Saving Database oljlull S.aela Jaia- 
^ ^ iiiUI ^>B (> aSj> (Blank Data Base) 
S^IS lJL. ^ ji JS ^ oSUVl ^ ^itf^J Blank Database SisliB 

( ,/,g j j ) ^xi«JI o^j ^ ^ ^ lJjUI H ^ File name <> 

_^ US . JfLi Jc ^ AijLVI »^ u 1 ^ ^ ^ J 



Access 2007usj^i 

— — 



Blank Database 





x . . v (jjij^ ^ jA j— .k^l 2-°U jJl 

j External Date j Create *L^j Ju ^ c^j^JJ 

Fields Jib New Field ^ AjjLVI Data Sheet 4^ <-Kb 

.^Ul J&ill jA L»£ .liSAj Insert <UjItf1 j& columns 

Ljkj iaa j^lia. <> jjSy Jj^ J«j ^15 ^Uj^ jj Ji^j 

^a ^bjx jA ^ (x) cP^V 1 <> ^ ID & Add New Filed 




(Database Objects) ( clAM ) <> OUU S^clS ^1 - 

.( Tables) Jj^» 
.( Forms ) <r • 
.(Reports ) jjj^J • 
.(Other) tjj=A» 

^JUI Ji^jl ^a US (Create) mjj^' CP- J_>^1 O^SJ 
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New Table Jj±> fUiut 

cjL^kJU JiibJ ftUaj (> Vjl ojV oULu S^clS 

Tables JjIa?. ^ (create) *Liul sjjjiill Jm*^I 



7 * . — — , 

Aj^aljjiVI Ujjkll Datasheet View 


Table 




Table 

Templates 


oL_jLu J_,j_^ ^ JL^i ^ 


SharePoint 

Lists 


. liLoij Jj^. ^jo.^i'i (^1 


Table Design 



t Y 



© — - — 




AjJtf Table Design ^ JjM ci> i> W ^> 

i^UJI -^'■■■^ dlUlLla 




Fields —II U^cLij Fields^ S.i*&ij Records 

Field Name -II ^ lM H j^V ^ U j^M 
Data Type J J JUS £ jj J 1 ^ £ 
Ut^J JjLsJI *L»J ^yj Description J lM <^ «-»»-» J 



Access 2007 ^j^t 




-: AJa^La 

fiUxD OLi^jiJjj f Uy«! JUjV Jaauu Jjja. -...vj 
JmLuJL ^ dw^ Field Name ^ J jiaJI p ) 




)[±^\ \Y6*p Data Type J jiaJ 1«jjIj£ ^ ^1 CjUIjJI £ jh JJaJ 

( ^ ) Text 1 
( a j^la ) Memo 2 

.ajJjS CAjUj JtoJI j' 

( ) Number 3 
( Cijj £jJj ) Date/Time 4 

-£LJ £j Jj Ji- <J*a>J <JSsJ J ^ 

( Aiac- ) Currency 5 
.^jt-Sll cJjI jK£ AjIU J*^ c3«aJ J ^ 
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( JlSfc ^jS jj ) Auto Number 6 
( V J\ f*j ) Yes/No 7 
( CP£ ) OLE Object 8 

'"jy^ J djjjuoS JSaJI 

( c,^*^ J ) Hyper Link 9 

(cjlaa jJlTtachmentlO 
cjULull a- j^l J Access2007 J dlajyi s >. 

Jj^j PowerPoint jjc- Word JUI Jc 

a^-J! Jl- ^ JJ 

(ijao]l ^JL«-«)Lookup Wizard 11 
^ ls^ u& j fj* j' >T J ja> cy ^Lijy 



© = — 




<icji]| ^ JU11 <_<u^j J ( Description ) AjtS <illi U&aM 
lictt JaJ* j*^! ^ o^U j^s U—jfl I J 

VI f U ^ tiSj^j J Ul ^ aSjjUU JjiaJ jxiA^j ^j-V 

JjSaJI ^ JLs. JSJ Ajl dya. JiaJI <j^L^i. J Field Properties jAj 

^L^i. J ^ia Data Type J J ^Lull £jj o^^ 1 ^ 
Auto j Text dililull £ ji (j^jL^i. (^c U&Li Number tliULnll £ jj 
cdli JjUjIwj. jfl' i'^l l *UJ j Number 
Auto Number jUiii oUiSS J** JS1 Data Type JI jUil ^ (Y) 
Si jxJ Counter ^ti&ll ^ Jill JL*. jl J^LuJl 

5£jJilLj *X»*1I -i-ac- 
<j] iiua. ^jLtli ^Sjl Number jllkj ^ Text ->^ J 





4 i^jU 

Quick Access Toolbar ^ Sj^^JI Ji&aJI AjjjLI Ui.^tt , - ^ 




Save jxVl ^ Office Button jj ^Jc ■ -Y 





Office Button jjll ^^Ji S ave <, jLYI 15 jtL* U-.-^l ^ 

Ctrl+S ^ iai^Jlj -r 
j-JIsj ) M^ia Jj^JI Save as si j U ^^y, ^ J 

• OK -U^j Jj^Jl Jc jAj ( ^s^ji 




^Uiall liA isj.ujj JjiaJJ ^j-iIui! ^IjLo AjJaj ^ Vl Jj-^ 

(MS access 2007) g^j^ Aj-ajall ^jjj <Ja lillUu 5Jl^ j ^ 

. V ? t JjisJ] eLSty 





Access 2007us«»i ^ 
^ — O 



-■unr! 



W.»^r. = -:-»:-- - if.-:--. _ ™>=fhr Irki*™ 



^3 sj^ ^ gjiJI "Jj&JI «. ja," j] "navigation pane" JjWJ 

j jUu Jic ^IjjaV! ^JajM ia.jlB a iA j Access2007 

4- <-»rn oi l Olc ^omJ pLijy UiJ "Jiiill t ^llj MjLbyL. 

Jji^ p^jI Jll*li Jjiu, iOffice Access2007 ^ SJu-iaJI CbjiA 

a^j^ ^li^ , jjjii ^ j^y c^J^ 

SjijSj ^ JaSa jjjliillj £jUB a iA J«aj Access2007 

.CjUUI 3^13 SJjayjJ ^jiVl CliUilSffl 

t>y ^j-H («) (jJc U ,, (jj^ia ^ navigation^pane Jj-AjUI 




Ul j^J Record l$jU$j ^^'0 ■ JjS^J *L*J i> 




VI £Vo£r 








rAYYl.<\ 




v.o.rn 




Yd. \Wi 




VA111 AA 




V^YYVVI 




£Y^oirA 





CjljjiJj jiaij «.!>U*JI Jit (jjjjJ Ascending Counter ^-icL-aj i-ic o jLc 
.( AutoNumber) £ t> c&=^ <j_P^' ^ULuJI £ jj li j&il liiV I^Aj 



3 >->^ 



7537543 



' ajO.^t £-liUjl JM-' (jx Lsiajl liifLo,)j ^iajjjuji ClUj>aTlll (_pa*J ("^) 



igiil 



I. 
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Li>J Z to A jLni.) ^ J^ 3 W^J^ J A to Z <j jiiJ jl/'-^ j 





|jA jLlkl (Jjjla (j& Aiia. ^ LJC- jj ReCOrd j! <-i*a ^1 <_iis. Liaj 

Tool Bar -JI J dl jjS/I <> Delete Record jJ jUil, ^ Ja*JI J < i.oll 




ji ■ «■.>« 



^Sl^a Cijl Ja -^1 ...-.I jj S^'l l 5JL„j jjij3 



© 

. \ ,jla V Record J i_i*-all <_iia. ^jj O lili Record 

^ Record J <jj^ ^jii Qj^i Record <-i^ UaJ t&S-Jj .<-ii*JI 

jj ^ s jiL* U . >.\\ J Delete Record jJ jlui) j o-jUll j-jSM j jlL jfoM 

^jjILJ! <> Delete 



5 r ^ J25fi0174 




i 




Vis - : -=-= " > " ~ z - 



.2LiLill ^ di j^Vl -iaJj^ Save 
jj ^ U . nllj U Oa&jjW tilli ^ ( MS access 2007 ) j-LSjj 
Office jj ^ Jai^JI j^jL ^ J (x) j-UjJI <+j o^i Close 
^alijj juoic ( Exit Access ) £ jj=» j^-' j Button 
( Windows ) —II <j ( MS access 2007 ) 



Primary Key ^uiWzt 

lM t> J*j ( Primary Key ) ^L,V! ^tiiJ je. J Vji 

jLjILI <JU ^3 Ait ^x-J SJj^j 4^3 g;j t> ^ J£ jjSj g^lj 

j^t d* ±3 d on o J j£ u^j D N A L^1 ^jjjJI ^UJl J,ikj 



L I jjU Igjfy t^llj j ^LaVl ^tiaJt jl <aJLa JjSa. Ia c£*J 

Jjl-iaJI jjj dl£>UJI aJU 4a,ihr. <iaa1 aJ L«ij Filtering jjilljSearch dia^l 

L«u3 (Jj.^'fl; U£ <illij Tables Relationship 

^Lu&l ^Uflll jL£>-l Ajojjla 

jjJJ liiBk ^uiLuVl ^tlLall jUii.] AAljja AjIc- (^^Wll Lawalj jAjj (jVlj 

^uiVI Ji* IaJj^J (J^a; V JjisJ! c5> SJ-iau CAjtull o^C-lS Jjl^ ft i < « > Xi ftUijj 

. ( Tool Bar ) dlj^l iyj-i <> 
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( Primary Key Type ) ^LalM ^tlMl 

( Jjaj ) jl ( Single ) £^ 

(ji-u V Jj-iaJI (_>iiJ Jaa. J&l <1U. j a J jSj t j^AJ V JLaJI I^A Ji 

(t_Lj«jIt j) J,, i l,. i , J jjjll jj jAa-all ^Jjj UGl^J! ^Jj -: lilli Jlla j 

AutoNumber Jo* CjULlJI S^cla ^^ij jjSju ^1 t j^Aj V 
( ) ji ( Multiple ) : 

^jjtj o^VI AaUaj 5. jij Ja^JI JjS V : t*llj ^Jt JH« 

£ jj J C&*i ^ <Oq l^jlc J*^. ^iJ! £ jill j l$jle <1 j.^ 

ii>b bd- L ^ u^VI CjjjS p^UJ oljU. S^tla J*c LijJ 3] YA 3 



fji\ 





<&Lm a\iW I^sAa ££a • 



ClULj OJUtll J>A»- J .l i tl" 



GSo\w ^i-AiU? 6j^\p 

jjAj ja. Open Recent Database aJLJ cjULJI S^cla ^si • 

SS foe 

i More jl 



£ua Open (^Ic .kwJt j <Laja ±\jA t_iL»ll •^■^ • 



E3i sdespti 
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open £>i j&\ j Office Button <_>«j3 jV! j J *j jsi ^ I- . •„« . 

. <Lao3 j AAjLJI AAj jialLj L-iLall <jl£* Jjiao ^ • 




Mr* 




. (Control + 0) J j J ^Jc ^jjILJI 4^.3) <> kt.,..,^! • 

^' ■ ^ ^ <»— J Navigation Pane Jj^iiJI <u. _>] sjLuil <jc cXuJI CiUjiilj 

jj_i Jai^L J Open £ja jj jLiaJ j j^Vl o^jjU 11 j j ^ 

. New Records C^U—JI L yuu <aLbl \ 
Delete Records c£sU..i3t 

• New Field Jj^?. JSa. <aLbj V 
Delete Field JIa> i-iia. £ 
Delete Table J ji?JI 



CitiLu sJLcQ JjJ* JjJJ«J 




.New Records Ci^btuJl 
4jM£ Jj^?JI J] Records S-i^l c^U-JI <-iu^j jVlj • 




Delete Records CiMstuJl y~ m i Ja JL>>-Y 

JlloJI Jjjjj ^JiCj Cj^lauuJI <_p3*J <_fiia. (jS-aJ 





(j^j—c jljikl j View <i jiii jLuil J ja. jx k . t ^\ \ ujELoII (jic . Ut, ■ o\ U jl 

Design View au^'ii l 




5iLial -^•'<"j* Ai3ja-a]l l*ijisu aLLJ f -u«.n'ilt <iUi t*L»LcJ j^-twa • 

Jl ^Ij jld J (ilij-^ 

Text £ jill Data Type <> jSil j J J^' Field Name • 

Save (jic .k;.i>iL CjI jjiull .kaa^ • 




.<jljj*]| ^Jj Field J aja?. Aj*c AiL^aJ A=ua 




— - " . _r- 



■iiLSJI oiA <$i.\ Save jaJ Imu-IL aLUI cj^j^II JaiJ 



Access 2007 ^>.t ^ 

Delete Field Ja> Jada-* 

tools Cjlji <-j_jjjdll t> Delete Rows jJ ^ jLB ^ J jsJ| 





1 — $i« jlkjj <Uj13 JjjJI Jia. ^ Right Click V>V,,V.1I jl • 

Delete Rows Jaa. 





^ MS access 2007 ^Ujj Oljiaa jjiao ^iLi j^Ji 



OliUi Jj^ JjJuu 




■■■It... 



fl iWjffl i urow 




j- ijcia just j sjcIS d> ^ ^1 jstfS ^ . 

4_>2 fcj^l CjULull j! jSJI ^ ^ ^ d i?£t£>i 




Delete Table JjJbeJl £*jl4-0 

Navigation Pane cjj^t ^ i> JjiaJ j^l tAJ> ^ <^J * 
. t> Delete j*t j^j Right Click J-i* > ^ 




>M\ 



a\iU ij^ 
Formattin Datasheet i vVa » ^\ 

Formatting Font iai.\ &*' >'^ 

Formatting Records ( Rows ) 
Formatting $\ 

Fields ( Columns ) 



( 4—1*1*11 L_u£ll jb ) 4&jAi A^VL CjULij e-lclS Lj-i fA*-ai JIXJI li* yi 

New Blank database jL! ^ JakuJL 4j1U. CjULu s jcIS j^isl . ^ 



j Filename ^jj-B J ( a£>S1I ) »Jj ^ 

Blank Database 





£& 



J_ib jjj V1U jt-l^ Desktop J ^S>i Jiil Brows ^tiaJI (jjjL Ocj 
My djLjUl Si_clS *LiSy ^1 >V! j£J j"-Create J«*il 



Documents 



vr 



: 



-: ( jjilijJ CLiljLu ) JjOaJ Aj jSJI Jja^l frl—l -° 

jj_ul ^Ji J Auto Number Acjjj ( eik^l ij£ ) <Ja^ 4^ C 

.Q^j J Text Acjj j ( i-ik ) d** C 

Cijj J Date/Time Ac jij ( Jj )l5^ 4^ C 

.(j^j jl Text Acjij ( UJi jhoII J jie. ) <Ji^ C 

>{ Jj ji Number Ac j3 j ( Jji-H UJ^ ) <-&^ C 

J> Jc U^l jA j V j J\ Yes / No Ac jij ( ) C 

lijj Yes jlSiS u^> f*i AjUVI ^ * ^ ^ 

. jjc J No jU^j ^jJJ Jie l5> U^> j£ 

<> ^1 i SjSL. J Memo Ac jij ( dUi^U ) Ja^ C 

. 1 ^ ieU j,A ^jC AS^joJI 



V© 
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-: AJaaSU 

(jjj c^ULull JUJ jjfci (j! (jjj tdlii (j^UJI j Description Jj-c 

Primary Key ^LujVI ^bLJI jl£=>.J 
Primary Key jUiJ j Right Click U., Vi 




^^Lc U^oj tools <c jq>J ^tiLJI -UjLI ^ U.utt . J 

.(—aJajAll JjS Jfta. jLuU (jJc Clj^la 





Save jj (j— le Jai^Ja-JL ( jjaii 3 — <J1 CjULu ) J f j*j .V 



Table Ajl^. ( jaaiaj-al! ^IjLu ) -S^T.- - vasfct c 

. AjljjB Ok kfr./ill j Save As SiaU jj^k Name 




. j^Jail Data Sheet View 



"it"-* 



VV 
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1 $J i_u5u j^jII tllULull oAacVI tJ^jC- (3-' f» C 



= r 5V _ 



Formatting Datasheet 63*fi>oM &wx> 

i Home ^luijjj]! 4tq,>^>lt Aj^kc C 

Cjl'ljuiull (_pa*J (jnWi) Font Jaa. J<&a-a3! 




Data Sheet jl i^jI — iLull 4 Sjj ^ ■ .■ £. jjx 4jIe. ■ ^jc. 

formatting 



VA 



Jli.jVI (JAu^J J ^" 1 ^ c 

Cell Effect J AjliJ ilil jub . ^ 
Gridline Shown J <_Laljill JajLi. jj^t 

Background Color & Alternate Background Color 

Gridline Color J <_M jilt Ja jl • * 

Border and Line Styles JajkaJI JSjJj Jj^JI .° 

Data Sheet Direction JUjVI <=>i^a sUjI 



6 



Cell Effect 2ulisJl Cil 
j S jjL> U± J Raised J j Flat t> <J^ j^AS <ilS-jj C 

Cell Effect <> J 1 ^ 1 ^J 1, 0° Sunken 
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.^jUlkV Uij 'OjL Cj^Ji JUjVI 




Flat ujS J ^aj cell Effect Ci! jihl ^1 jiaVI jUiJI J! ^jl c 



Gridline Shown j! Jj*al ^nJl Ja jU^. j^ii_Y 

Gridlines * >J Gridline J— I jiM J» j]ai jj^Ji J »UaJ r <^'« .*h< % . c 
Vertical 4jJ jll J Horizontal AjiaVl *l >- Shown 



- ~-=:*t~d 



Horizontal a .vifyl la jkaJ ? U Olc jj$Ja > JiaVI ^jJI C 
<_J jL Ja jkkJI *liaJ ^ ^c-j .Vertical 3aJ jll j 

OK JoJuJol j "ULaj <>a ^ajl 4-<i!)lc 



V tri rJr.-J 
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Background Color & Alternate Background Color 

Alternate Background Color Jj^jJI <jaliJI yjl -Background Color AjiliJI 

(Gridline Color aSoJ^i ia jki. jj] - 




- = itttti^tfi '<■■ u V 




HMM 



■ ■ 



1 *>-.±-£<r - A -H 3^;* 



T 



iiiiiiiv! 



AT 



CiUL-dl Jl»4 (J.""' 1 "' 



o 

.OK j Green uj 1 ^ lA^J ^j^- 1 * aJSl Oj 1 J^ 1 c 




j Alternate Backgroundi3-jjl> ^L-^l UJ 1 ^) M c 

4j&J uj 1 ^ t^Jj tijJ^ uj^ 1 J 1 ^ 1 




4j&J J* 1 Automatic jljiilj <jl j&U ^1 JiaVI ^jll £UjJ 




Border and Line Styles Ja$LapsJI Jt£i2iij jjJstJ-O 

column header ^ j-«JI j jjla-u .ijia* .Ljkk J^i ^ ^311 lilil^a C 
L^aj (Jiill jliiaJ ^ Datasheet Borders A^i^l .ij-ia. J line 

• Dash 4jJa&L<> Ja jkk J Dot gJaSj jl Solid Jsuuoui 



r-;-=_J : f5 = :-= . : :=-_- 




— j j.- . : _-= ----=s-- 




Data Sheet Direction JL>. J^l tXseXLu* obej-"\ 

Right to Left jU_JI t> ■^ al jM 1 Oi^ t> J tW 1 
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O 




if* ^J^- j*^ Sample ^ jj^iJI JMi. qa l jjiLa t*li j$Jaj A m Jj.i*j 

Formatting Font JoiM ^xmw 

a j^S^UI ^-abc. ^iklu,! t Home Aj-ujjII 4^.^,11 c_ujjj]I Olc ^ C 



CjIajjoUjII (J^aao (jjjk^ Font Jaa. As-J^^l 



4_«jJ J] JaaJI cS^U (j-ajL-ai. f-iu Font <^VI Jj^ £*J* ^ Jfr 3 ^ C 

Font Type J -3^1 £jj 
Font Style jl JaiJl <J^ • ^ 
Font Size jt <*?^ .V 
Font Effects J cjI jjjIj . i 
Font Type IxseJl 

t- 

Arial £ jiU L& 1 J 4iHLJ JajJoaJI £l j3l 



6^ 

s s .^ f~-=r 

MM 

lllllliillilllllllllllllllll 

J|* Krs.z.z I-E-'t" 5 ! i--c 

"r Arial Btatfc 

■BBBEB 



nn ma ~ 

lllllllllBllllllllll 



AV 
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Font Style Jassil JS^-Y 

Regular Italic J .V ■■■■ Bold J JiL italic J ^Ic Regular jl£ 
Bold g- jiU jLni.VI (jSJ i^Sjll o-ii ^ JjLj ^jIc 




Font Size lass]! (*ss>»-V 

iUj jxajk. jLlklj JaiJI jjjij iilj£<uj C 




Font Effects j! iaieJl Cil jo\j4 

Underline jLrkj ^Ki.Vn ^ L Li .■»!•,< > ; j c 

•LSjjVI cJjll UjUlLl (jSJ j Color —J 0- 



AA 



CiULjJI Jl>4 (jjmTi 















- — 


— 


■■ *~~= ■ ■ : «H 








~:7--iie 




air 












sag SMJ 
■ ■ li ■ 










































MB 






i 




■ 


■«» ma 


























Formatting Records ( Rows ) ^i^oi^ ^ -i-^SauM 

Insert New Record J=«-^ Sil^a] . ^ 
Delete Record J?— • ^ 

Change Row Height t-a-all ^Uj J jjjij .V 



A^ 
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Insert New Record J-iul>- <j5fc«/ 

New -i— jj Jai^Ja! ; Home <ai^Jl C 

Records ilL>lajui ac.j>a-> all 




jj^a. Ja— New Record j t>yVl (j- jUll 




(Ctrl ++) (jlc <jjjla 

J jAaJI (Jiuii ja.j-all record navigation buttons C 

1 .,...1.4 



Search 



Delete Record (Jst*« J3JL>^ 

Delete <— iia. jj ( _ J lc laijjal |»J ( iaa-o ) i '.UjJI Jrkjui -IjAauj ^3 C 

n jit <aijLO_Jl i-jjjfil! (J^-l^ Records i!l^->».i Ac <vll j ja.j^ll 



Home 



CjULuJI JL>*.i! rtjtilua (J^UiUJ 




feu ar»f stout to 



.= rT"_ r .>_ = Vr L = -- 

A- V==_ J . - " -inl- — 3ft* = s -* 




^ ^ili J^i ^ ^> up 6^ UI j^ 1 J) Jj—j 11 ^ c 

t-sAa. Delete Record jUaL <» jsjj o^Vl <j-jUI j jj V.; ■ >T\ £ <J 

Change Row Height uiuaJl £Uujl jjoi3-Y 

Jb .U^l i Home J 11 ^^i^l t> (cA^ 1 ^j^l) C 

jL_j3il j Records Ac ^ more JSI j j 

Ja-Jl J iJu-oll ^UjJ Row Height 
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OK laical jfo Row Height Siab <iU j$Jii Ui^u. C 




0_^a ^jfl jjilU Cj^UJ! ^UQ J 1^ CjUUI j^Ji c 

( ro ) <iUkjL> 





<\ Y 



O 

. y. ^lijj sialj t*JJ j^ki uij-j J-> ■ -^t J t_L^ail ^UjjI Row Height 




^LJjjVI jA j Standard Height ^Jc -ki^l Row Height siali ^> C 

0°) J*J ^'J^VI 




* Liu US JL-V j JcV, Ma-S j >-yVl a- jU! 




Access 2007 
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Formatting Fields ( Columns ) ou^i\ y\ ^vmii 

-: ^IjVt (> 
Insert Column . ^ 

Delete Column JSa. i-iia. . X 
Change Column Width JLJ jc jniu . V 
Rename Column JLJi 4aa>£ S^lcj . £ 
Hide Columns JjLJI .o 
Unhide Columns J jLJt jl$Jaj . "V 
Change Column Location JLJ jjjj^ .V 

Freeze Columns J jiaJI .\j.a>j . A 
Unfreeze All Columns <j* JjSaJ . ^ 

-: AJa^U 

l^j^ Field Jl jt JLJ ok O- tWl ^ UjLm, U jSi US 

Column Jt jl j j-udl 
Insert Column Ja>> 2iaLbl-^ 

( ^JJ^ ) J ( UJajJI j| jit ) ( ^ 4*Sj* 

^jj l -ryj^l t> ^ ua*uS ^jjU (JS^ jAj Jia. jj^jj r UlL 4ik c 
Jj^ ^_^J ^ ^i^j insert ^ _ lai ^ a , datasheet J ^lu 

Fields & Columns jl sXacI j 




v^-w = _ = .1.4 .... :-r;\i, " 



Field 1 ^Jj ^ ^W 11 ' AaL ^ ^ ^ C 

atjJ jljj&j OH 




Insert Column Ah-iJ a-MM t> J^J lW^ 0-J U ^ 
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O 

Delete Column uijL>.-Y 
5 Field 1 CjUUI JLU <^ ^ | ^ j^ji ^ c 

a— ^ Delete c t3LJI .U— I datasheet J CjULu 

Jj*c jl JSa. Fields & Columns J a.uc.1 , J jLx ^c^o^JI 




JU.jVI 4 -> .-i aa Field .1 




' ^ill JLJI OjAso (JJjia o 2 - i^M 1 J- 1 ^ 1 Jj*^ ^ c 
Delete Column J—£±^ fj— £j o-sVl u-j^ JJt £ J 

Change Column Width Jjbtll <ji >c JS^*^ 

-: o>l! 

^ 1*^1 t Home ^uijll Aax-» 0- ( Jj^ 1 c 

jLiia.1 j Records iIlIs-- \c y>^A ^ more jjSI j j 

Ja^J J (_i*-all g-liij Column Width 




OK Jai-iJal j Y • (j^J 1 * 11 <-u£l Column Width siaU <£ll ijj*- C 
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d! £jJ— j J*»- l>=> jc S^Li j I^js .LOtij dbLull ^iua t*B c 

( ^ ' ) J* J ill jSR-i 




Column Jl J j^JI jc s jali (> s jj 1a jiil aLLJ s jJaiJI 
j-LI ( jiSVl Jj-JI )j! Best Fit jj Width 




J ' — ^ f*— £ — 4 S^'-hJ jc (JS J3j (jjjaull £4 jtj J**- i— ijjoi C 





(>=j«JI ja j Standard Width^ Ui,n\\ <A'ti*) Column Width Sialyl <> C 



^ A 



O — - — 

A-ul^t AAj Jail 

Column Width >Jil j u— u-j^ J ji - lai ^ ^ ^ ^ c 



Rename Column JitssJl 2u*uu Sjlfcf-t 

ejlci Rename" ^IjsJI ^ .Liu^l datasheet J ^Ulg ^jj Mi*** 11 <> 
Fields & Columns J a^ucl j JjSa. ^cj-o^ll <> W 

Enter Ja. » . ;Vi ^ ( u'jj*^ ) 
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j — (jtjleW jjj luuJall ^ a-lpajj Jia. fu-iVI JJJ*J 1"<"J JUL C 

Rename Column j 

Hide Columns J^jflseJlpliSrLO 

^ai-aj ClULull (_>a*J (jjila (ja (_>ia*JI <_J JJ Vl ^JC jj .13 C 

^ ill JLJI ^ cSUil j l^ic ^ Vj ^ & • jl« 

w — lc JaijJal 4 Home ^IjuUJj]! SJJjJjH 5-a!)lc. qa £ ( CllkOLo 

^> — °Vl j l jK l j Records c^Uuu. <c j*a-<JI ^ more J&l jj 

Jjac 41 tail Hide Columns 




o 



. :'i ^ f 





J 



iLu^Jj £y*ii\ (_^ijLall 

Hide Columns 

Unhide Columns J^bsJl jl^ls>L"\ 

ji Unhide Columns j-J ^ ^ ^ ^ •J^-V C 

Hide jl^il t> i> j o-^J Jj^ jW^l 

Unhide Columns j*Vl Columns 




JjiaJ *U«i £J*>'W J Unhide Columns ^Jj Sjfo U j*^ c 

^1 ( ) x^u yU s iA js ^hj 

.^■^ ^ JtaJ lift ^ ^ o-jUU JSaJ to ^ j& 

SiaLill c3iii Close 






Change Column Location JjcDsJl ^ua^j» jvxij-V 
^1 JjiaJI ^ <uj ^^£1 J jiaJ ^^xj jjjiS jj j5 c 

A-jLo UJc, d& yjJ j^, 

J>-*J uj^ ( J ji*3l ) Jia- J u^- ja^ ^ tflc Jllo C 

( e_k]a jaII ^jJ ) JLi. 
AJa-J l>U JLJ I J <JVJ ^hjUII 

1 . Y 



CiliLull Jl>4 3j»iiir-> J.""' ' "' 




jj US (-it jA Jfcx jL^J (jic- 

Drag and Drop j "'^ c 




Freeze Columns J $2oel\ Jj^sti-A 

life j& j J ji:J J£j y^lft Al JSaJ U J CijB u-«3 </j 

tH ome j» 0- J •( H ) ^ ^ C 
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j Records c£U 



j^s^l) Jj^jJ more JSI jj ^ Jai^l 
Freeze Columns j-VI jLui.1 




Ja— t y-i Horizontal Scroll Bar ^SaVl JsyjJS ^jL 




aSjU_J CjI j_Ja^JI ^liil £ aiocVI Oi-oa jl Freeze Columns j*l 

Unfreeze All Columns JUasttfl (J* JjjbJt 

^Unfreeze All Columns j— «i jl— ox*aaSI t> JaaJI Jij=^ C 

(Home ^J-" . II L_l__JjJj]l qa liUij ij^->'vl l JjiaJI 

j Records <-£^ — 5_c ja^-JI ^ J j^.>«JI more j j ^ Jai*il 



Freeze Columns j->Vl 




^ j_aj ^aix-all ^ JiLa> ^JIjS ^»uKH 4jtSj* ^ JSaJI liA £*.J^j 

l_^jj jUj (jr Jill j Drag and Drop Ca^liVI j l^Ji ^jjLu gi^Vl ^ j 
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(j — (>Jjl all jj—i WrSnOL OiasoII J jiaJI jjjaj 1 V»< JUL C 

f— j JA*aa]l j> SaacVI l& jjjau J Unfreeze All Columns jUiJ j 
-: IkkJI x«j j ( t jjjJi ^oll oULij ) ^Ul Ulj^ ^ oljLull UoSb 




1 *1 




■ 



_- _= _ = 



ISi|gp!!||piHlll!liiI 



^jjLj (J_iaJ *j_jSJ iIAjLJ 4j£jj lijiil t>iS ^ 4^ ^ 

jj^j ^L„j ( MS access 2007 ) jj Ul j^li UuU- Uka US ^ 

^ J ^ **** 
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4JO$jj j*\ J IjjJ ilia ClULlJ ' \'<l C 

Enter U.Vij Y . .1/1 ./YT ^ ^ Y « .1/1 «/rY 




jfri-J J ajjxx -uV i xr ^ ^ rx ^ jAj UaiJi 11* j^l ^ 
J£*s_jl ^.jUJi u<& lijj yiss us fJS rr ^ n J fJj r. ui 

^Jc Jia. 4iLb] j J jLJl Jjio ^jSj C 

Jj- 1 — ^ ^u . ^-i Til t Jl&iVlj dlj JjSsJI u »' l.^ 

Design View 4i jLI ^jic .ki^L 

Insert Jiil ^ Right Click ^ ( UJi^J J jje ) JL^ jiil c 

Rows 




■ ■ ( >ll £ ji ) *JaJ JiaJ f-A LJ&tField Name t> G 

(J—**) ^1 ( J—£-ll <3.js ) J ( J*) fcJ 1 ^ Description 




J.~ a t 1^1 jjjkfl CjUUI JUj] *adb~ tS^ui ^ cj^Lj^l; C 



.ijl jJj UK t> ^ ^ W 1 u*-*J *>J1 




Access 2007 



Km 



Access 2007 



d) 



( General iy»Vai\ uaaLaU j£>\jsu+»\ • 

^^C)^ (Text)^^W^) 

/ ( General 2y»Vai\ oaaLa2»\ Ja\j*L>*\ • 

Wt ~ ( Number ) j*i>M ^jiiU i*a\i.\ ) 

| *^S-^-± .JiiSal\ ( Looku P ) 

1 
1 




\ \ \ 



si — j] jUj ^ilt j Data Type <Ji=J £ jj 4iLal Field Properties J JiaJ j ^' li ^ 

dilloll Jm^II j^fl 
. UjJ^aJ (jSxJ JiaJI 

5 — alaia ^ — 9 jl j aJI £ jjx ^jx ^Uuill i i»,Vlll Cj|jb=JI J$-laJ j 

<_ a j — lu l^jx JJJ^ll lilljA j (JiaJI jil Ixjj ^jj ■ ytt CjljLlA. j±«JJj (JiaJI (j^ajl i <ri. 

.I^xaI J jlnw.. jVI UiSJ j AxjUII J jj^si]l ^a Jj^s'L l$J jlsij 

— : ^^jiuja. ^1 ^ Until t, <>^'ill ^.Ljijl Jaa^)Lj 
'A'^t n\ -^_>*^ j <J*^I (j^siL-aiJ ^iij^aaj ^_>" j 1 j J^y Cy^^ * ^ 

.aJcLudl ( Fl ) jj (Jb 



t 



— t - 
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( General ) J <Ac <j^jL-ai. J jVl e J=>J1 

( Look Up ) J iIlsj (j^iMi^i-s gyjljll jaJI 

"7 1 ~ ■ - - --— — 

B : gh y---3=t "~ " " " ~" 



(Text) ooj-JI oajl. ^i •=> <jc Uiiiio (Auto Number) J ^jtfM ^Jjill 

. (Number) jll j 

4j_*^laJ £ua> aLLJ £-1 jiVl ^L^k Lbj] C 

aLLJ JjLJI £-ljil ^jas. ^ (Caption) 

J ill £ j ill j fcj £ j ill ^ jj j a f gjV oaiL^i sJI 

<LUI JjLJI LUj t_illkj J jloll (jjijii JSa. J Lujj (Text) 

. (Number) 





^^jaiM 6oo\iM ( General ) 6ud\sM uCoW-^ uQ^5&a^ 

(Text ) 

— : (jjjja. ^1 (JiaJI j -'l ■ ^ (jl ^aJ ILLoi UjSj L»S 
. Lookup J CtaJI (j^U^-s ^lill j General J (j m'iK^-s JjVl 

^ O u j (Text ) J ill £ jilli 4^UJI 4-»l*ll (_>ajL^iJI C 

1. Field Size 

2. Format 

3. Input Mask 

4. Caption 

5. Default Value 

6. Validation Rule 

7. Validation Text 

8. Required 

9. Allow Zero Length 

10. Indexed 

11. Unicode Compression 

12. IME Mode 

13. IME Sentence Mode 

14. Smart Tags 

15. Text Align 

, j i . >^a" \ \ c ■ * i ^.M . \t (Jjln'unj 

( Field Size ) cf\ JjftsJI (*?b>»-A 

L^Lijj ^ill l_s j jail J^C IS ±^S\ j^lc JLJI j»SLaJ jj^all ^3 jll J^J C 

j »_i ^Character ( Y oo ) ^ ( ) (> JiaJI <4K ^ 

.(t gh jaII ^J) ^ Jj^JaII f§ J 

\ \ (^a j ail ^Jc jiall AjtJI ^ ojajS ^Wbl l$J ^u-aUJI oifc C 

. IgJ dlLajia-all Igjlxjiuil (_g Xo j 

^13 J J i-ijja. ^juiAa. LSa i_JC JL-U JiaJI li& J*aJ ji (jl (°) lil C 

^Jc d iljjij djiaioi <sL i^-nj AJLuij t^ll jgh'u.a (-k**-) Save < *iliti^ j 
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( _ 5 _lc tdli jjjb iau*, CjULuII JUJ ^ai^i dJSSjl j Yes til C 

.Field Size <jLi. do-ia. L»£ JaSa i-ijj^. a.."^ VI l^j-a 




Save Ur ,. a \j o ^ o . <_l1£1 j ; ->j^,^*1I JSail C 

ILL, L>LuS ^1 ^L^VI ^SIj 



( Format ) jl JjaaJl jjniTt -Y 

jjc. Format —1 AJjUuII iiUJI jl l&»JI (i^J ^ j C 

Sli. U Text £_ jiL u-U ^J* ^ ^ J) ^ 
Jiaj ^.UJI cjliuaaill J jliii-i j Number £ jB c3^l 

j^ii II Si ila- J**J <^J LK" iS*"^ °> jW* ^ '-•J-' J C 

. jLJ J] l^bj (> t>ull J) lM c^lJ 

alignment right jj!I c 
^jajll jAj A±. jli l^jS (> V^j <-klijJ ^ Format f U 

( jxoJI J] SliU- Ulix- ) ^ijtiVI 




^jll Ul Ji y^l JlilL W^j 



Access 2007 



t_i — Jia. iaj l-sjxmj dliLnll jLki ^s.ol <jSHj j Save k« , •>.-. c 




VBA t_i 5ijj*-alt j <a^ojJ| CjUI ^ 5jJ ^ 4JLLJI aImsJi 
(Access VBA) Visual Basic Application — j Y • • V^^l 

. JjiaJt ^U . ^i J 5jaij^a Save ^Jc .kwall ^ i^LLJ! <a^jJI aL^ 

( Input Mask ) jtfl £l£ -T 
' — a gr—^ ^ oi*^ <-KA; o^ 1 <-k^ <il£U^ j^ks J c 
<^L_J cjULuS cAiLnll g^xj <]U ^ liAj 

J — -IS Password <_£— AjLiaVl Jlilf ^ jj^Jt jlikjj c 
l^Kij j^il- ^jti J short Date <\± j ***** i^K.^ 

Jl£_JlVl o— • J*— * JUoVI 4^q,„ ^ djULu j^ki .*» /— / 

4<LLJI 

JL_ijyi £ Ua Text £ jj» <> y> j OkjJI J jic Ja^ ^ jiil c 



, 

1$j3j JU.jVI Sialj tdl "-i^j Input Mask Wizard Jai^al C 

Next Jaij-bi Password ^USII <J^ C 



r 



. r -M 



■111 



Save <>» tliljjjull Jaiaj Finish - Vii^ l 
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J&tiL dnput Mask JU^VI g-Ua J j»j Password Sjbc UNy, c 

cK^ ^jUi.L> ^UjJ ^ cuJL US •••• ^ ^ ^^ji 

Password JU^VI f-Ua 




( Caption ^l^ialU 
i> s^SL. JiaJI j| jjc. ^ jj jli Ac. jla Caption J ^IjIS-JI 



• Design Datasheet 



^ 3^j=>.j-ail Field Name Jl AjU. 



3 — iUJ! ^ — a ljjSI Text ^nVill £ jill t>a jAj <-JiiajAl! JiU. ji^l C 

J ) (j » i ( jjLI «JI *IaJ ) JtoJl Ut jjc Caption — 11 <Lllall 

Save iaijjal j Field Name Jl sj j&A (<JiiijJl 





( Default Value ) 2u*blj^t 2uu£]t-0 

jj I^JJ iJ\ JSaJl <Jj|jI)l <uial jjSI A-aJ AjIjSj <JuaUi. <u-aLk <^J*>j C 

.4± jli JtaJ U^U. til JS jl jjp fcSlli J 
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Save. Ui^ a\ ( ) Default Value a^UJ 4LIIJ <jUJ! 




.JisJI ^ <Gjt& ^Ijlr. t-iao Lj liijoSju] ii^U. jjj c 




( Validation Rule ) 2ip.^LaJl oJL^tS-"\ 

Cj^kiJI ^ j3l ji 111 Vj JSaJI U ^ CjljUl foUl JU^H ^ 

jjc Validation Rule —1 V^kA 

^l_-o I <UAl Text £ jSlb i-aU. ^X-a S-iclfl .ia.jj V 4ji *J^j ^ C 

5. ,^UJ| 4ja^Uo_J .ad j5 J jlali-i j Number ^ jll <JL» ^ Ia^j 

( Validation Text ) 2ix>^LaJI j -V 

5Jaijj^j Validation Rule aLLJI Ajj^sUJ j^lc. Ajj^sUJI oiAj C 
(jjljLul <JU.i <1U. •'^'■■'^ jji=>j <1Ljj AjtjSj J*«j 5j^>U. C 

(j-al j=lJ <_>-aUJI * jaJ ^ Jjlaj aII^j AjSjS £ J*^>« (Jjt&j <-Sj^j C 

.Number jll JjiaJI 

( Required ) ljjIU a -A 

(Jl J ic 1 C.jli JiaJI g-^J^ ' ^'"'^ ^UuJIj -WaLi. C 

lj Ajl alw-o 11a jji Required —1 UitaJ 5jUJI ^ Yes cjjlkl lila C 

j 4 j| sb*- liA jli Required —1 ^LlsJI AjUJI ^ No d Jlkl lijj C 

Icjla <JLJ tiljL ^Vi,..^ ^ j JLJ liA ^ CjIjUj <JU.i L_ijlk« 
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^ CjUUj JUJ 4_jjUa^ ^| | Yes ) Required ^>UJ aLILJI <jUJI ^ 

Save, laiuja) ^ L_iiajA!l ^jt jic (Jia. 




( Allow Zero Length ) 2&lucd ^3^3 f 

Cjlilwi* <iljJJ -^'■■■■^ ^LuJ f.iC jl £-UJI Ajjl^-Li ^ J C 

^e. 6 U« I jlaAllaw Zero Length _S *LliJ fcUJI ^ Yes ejj^l I jjfl C 

Aj\ 6 U« I jli Allow Zero Length — 1 *LUull fcUJl ^ No il>Jiil I il j C 
JiaVI jL^I j-* j J^^l -ate 4> tf^ 

( Indexed ) qu j^Ka-V 

-: ajX Indexed ^J&j C 
'.'/'j'^J -Sic ^j^ill Ljlij V c^l No . ^ 

.' jLull JUi jj£3j J (j^-j i-j^ill L >ij ^ Yes (Duplicated Ok) .X 

JL_ioJ ^1 jj-Sjj J c£*i Vj *-j*iS -i» >Ai J Yes (No Duplicated) T 
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Mpj^l fr'j^jj ^lYes (No Duplicated) jlkl Indexed —1 

^ JLJ! ^ ^ AlaaJ CiULJI ^ J jfijl ^jc. ^ djULnB 

UaiJI jjj jia <jc jlj 

• CjI jjilil JiaaJ Save ^ Ui,A 

O^jA ^ ijia. Ja— dULu JUi IAjIj CjULJ ^iwa J&l 

''^ j A)- 1 ?' (J^ JSijl (»j dULull ^jL J^SI j ( jj*^ j ^asmq ) 

<i] — 1 ^o i n j (jlj JJ (jLull (i& Cliii liijl i£$±u Jji=kJ <!Ljj lil] 



c 
c 




c 



( Unicode Compression ) JisslJ CjUUJI laku»-\\ 

JiaJ ^9 oUUI ^ U.gi ^UJ c5l Yes ^IjjaVI Ul jbi, C 

.Yes ^1 JiaVl ,Jc- 
Hyperlink j Memo j Text JjSaJ ^ ^> ^ J 1 ^' ^ c 

1. ( IME mode ) 

2. ( IME sentence mode ) 

Microsoft £-°L_jjJ Aj^UJI CjULmj a&Ic- U«J <j0^ u'^J c 

^ L_*3b jx^j J 4^ S^NJ ( Visual Basic ) —11 ^ Access 2007 

-: jAj U$J JiaVI jLpi <^_r 
( IME mode ) jLpJ ^ulL ( No Control ) C 
( IME sentence mode ) jLpJ Sj^uIIj ( None ) C 
( Smart Tags ) cjU^Ull .V 

(Text Align ) • * 

is-M ^ j p^jfl ' 6,iU -° j ' jM <^ (^) General * 

jL-ull J\ ? \3jVl j £j J Alp ^ ( -M Left ' 




&oliM ( General ) d^sH ooJVaiM j}\jS&m\ 

( Number ) 

^ Y V-* £J^J (Number ) j! ^ J *^,UJ ^Ul! ^L^kJI c 

-: ^JtillS ^ j 

1. Field Size 

2. Format 

3. Decimal Places 

4. Input Mask 

5. Caption 

6. Default Value 

7. Validation Rule 

8. Validation Text 

9. Required 

10. Indexed 

11. Smart Tags 

12. Text Align 





( FieldJStze") JjaseJl f*? 6 *-^ 





JaaJI ^ Field SizeJ *l*tiull fcUJ jail General cj^jjj 0* c 
-: <^J JSaJI ^ooJ £-1 jiVl t> <^ 

Yoo ^ «_!£. ji^u j AjjUj ? IS J S^a. j) Byte C 

( ajj^JI JjlitB djU JjL V jiB 11a j ^jau-a )lnteger C 

Ju-pA\ j&j Jjllall Aj3 (JjSjj Jjjia )l_ong Integer C 

( j-Ujill JM\ 

( AjjJic Jjllo V Ju*. ajj^JI J jUJ JjLj j jix ^5 j ) Single C 

( ^ o ts aa. J jU-ll JjSjj £ j^j* ^ J ) Double C 



Access 2007 jj^i A 
Q 

? GUID ^"jac ojja i_i j« .JjUU ^cj-oII Replication ID C 

djjaj <j£Jij <Lj]a 4lila3! Sjjjall CjlijxJI jjjjo. CljIj ^ 1 

^LaJI e_iL6 jLo ^jiLo tliliuLj l g J^'..„l ,-»U<^, ajSIjl, V 

( ^ A JjLLail Jjsj j ajjJic J )Decimal 

Double £ jjJIj Long Integer £ jd! jjxjyi.J 1« J: U', £| j&l oIa 



C 
C 



J^a— &l > Long Integer £ jil! jjj 't^'^ <_k> j^I (jlc- ^bjiall 
A , j Double £ jill Liu cLuLj £ ^ jLu ^jL jij <*.L-* 



Rf Pi:-: III St. U 



( Format ) jl JjassJl JJ"' *'^ 

S-i—pc ^-Ijjl <j ^ Format ^jll ^infill aLUuM <jUJI ^ jSiL C 
Sx_jo*JI CjU^xL-^U I jti I^a! Vfrl j Number fijl! J** jj.nSl 

e-* 1 — "jJI JiaV! >j ^1 ) General Number C 

.( IS 

UJ— ^ J tl£sL>Lu]li j4> j <Lc ^1 ) Currency C 

J j3l>^JI J CAjjjJIS ^JUJ JiaJI ^ .iiDUxo 



, — __ - 

J.- I jgVu ^ J 1 ^ J* ^ <^ ^ Ai ^ J 

w y-j t ( u-. J ) ^ <^ >j 

^jjVl jUttl Jj^ <Uj j W ^-2 j ) Euro C 

JjL_UI 4_ja j^jj <J jB U& ^ jll ciajIj t^Wu g;l) Fixed C 

^ AiSl j Fixed &UI jAj fSjll ^UL. ,>-2 g;1 ) Standard C 

.( V .YoA.rA ciV^U 5L-li 

f v^- j j (%) pSjll l« J*^ <j> J) Percent c 

Jc. JiaJ ^ fcJlflLix. jl Ajji Uaie Cjlaj-ajB t> ^ 

A£jJi_JI ^ ohj^I $ui»M ^ J cM' ^ 

plaii-VI £>U oliu-lill o- £ jill lift j ^jU ^ ^ ^ ) Scientific C 
^Ij-L Jj-JfcJI c^^o ^ ^ - LLj ^ 1 <#* 

^.J 3 a .uyi, 4_i ajj^I JjUJ jl^V I jla M* 31 ^^w^ 1 t> 

( (E+ 

General j-Aj ^1^1 ^—^^ c> UJ^> ^ ^ ^ 

Number 

JjVl *>_=JI ohj-^ Format f 5 ^ ^ISa^ll fcljd Slab ^ 
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1 





Format fl-J UUS ^Ij ^| jiiVI jl^VI iwj^Vj C 

^General Number 

(Ctrl+S) J 
( Decimal Places ) jl 2u > *L*Jl Jjliit-T 

Auto jA 4 




( Input Mask ) jl Jlio*1 
jjjjjo—o i^Ijj j- cAjLuS CjULuII ^ ajj-JI aJU ^a I j l^JaJjj- 

(Caption )&\£uA\-Q 

c^i Design Datasheet ?j«><\ Tdl ^ ^ ^ j^j^ 1 Field Name Jl AjU. 

.Text a^uII J jLJI £l jiV A-Ull ^L-aJ ^ j£ ^a 'li>L- UUjUS jSj C 

( Default Value ) 2u<i»IJi£^l ^4j2il-"\ 

^UJ ^ic Jiail l«J i^JJ (JtoJJ 3U31jGj* AjuJal JSal A-ojS AjI^j A^U C 
.Acjli jSaJI t^ijjj jl jj-i Opa. Ja-J 

( Validation Rule ) 2Lp.^LaJI oJL£.l^V 

J-JLJ AjLoJ l$j ^jL Aj-aU. A;ia^L^ S-lcla lW AjU-aU. ^ j C 

L j^i u^U^oll ^a cjjal^ lij VI <JiaJ I ^ daUgJl fJ-J JUJ)M ^ 
jj£I ^ ( > • ) mjSI aj^^L^II s jcIS Validation Rule —1 aLUJI AjUJI ^3 C 
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Jj_iJ (jjaJj J s^l j CiLjUl JUJ iai^J J&lj Save J«*Jbl c 
iaj «-ij«a Enter Jai^l j (oAY £-) Jl. <JLu, ' 0J LiU V j 






Enter U ./-. Ij (oAY £) <JUI SjLSyi ^ ^ ^ j^lj OK C 

. ( > • ) <lOL<all ltj£ (3^1 jjj -Ij-laJI 




f\-J Lj£S\ <> Vaj like"????????" *W f J* 3 f 5 c 

Save Ian ■ ^ i Validation Rule 



j ^ J t> fSj ^ Of- ^ ^ 

^L^-ll JUjyi a^L^. SJclS Lj^. ^ <>>4* ^ u J 
Lj— i J 4jk Ail j like"????????" *W 
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J-J J3 g-ljjj ^ Enter J«^l j(V£oAon . a ) AjAj 
^j-Ji jaljL jjo=JI V aLUI -umlt <JL,j cUjj ^ flj 

Je. ^jo^l JjUl JL. ^ ^| JjS j ^ j ^^ji 




VBA l_j ^jjxJI j djlil ^ 4jJ ^ ALU UoJl 

(Access VBA) Visual Basic Application __j Y . . V^^I 
^-tflj ALUJI pUJL ?J Lj ^u.^JI ^i^J Jfca ^Vlj C 

Save Jai*^ ^ {Validation Rule <tOL^ll sjcIS Ul •■■-.< 
( > • ) j* j 6* ^ a^uj £U| ^L-J sjcIS I. J\ -sjjJI j c 
Save -U^ ^ ^ ^ ^^ji ^ ^ ^ J | 



( Validation Text ) «Li>-^La]l 2ULw j-A 

. I^j 5Jai j Validation Rule aILJi a±^A\ s'^j C 

4_LIaJ ajUJI ^ t_u£l_5 <j>J Sj* Design View ^i*-al J&l C 

( ^jL. jjc JUi ) aJLII aIL. jll Validation Text J j ^L^ll a!L,J 

.JaiaJl Save Jaij-isl J 





K--~tj (OH") J*. AjlL* S jUL L_l jau^a <J J 1.1*6 J jltll jjijli JSa. 

( faL, jjc. JU.i ) < a '»< ^1 JUL- jB <4) J-jj ^-Li jjM <J»_^a Enter 
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Enter Ui . Vi l j aJUI S jLiVI JjOj (on) ^a jll JutS oclj OK -Li^l C 
( ^ Jt£ J^M ) <LUI <JL- jll J-jj J j fi jll Jji ja £-alj jJI ^ia 

dn^i I jla tj^jX* Validation Text J jValidation Rule J a^U. jY I jkj 

^ J V ^L-jIL 5-L_j jjB jla aILm jll CiiiSj ^OL-aB .L jJi l_u£j J 

WXuall Ocla iajJl Ajt& 1*J VI fSj V AjjSH aJL-j ^ jc V ~J-J 

( Required ) .«jtU*-A 
Jl—ki j_je L_c jla JLJI djL gAjjA\ f ^', M «l ^U^JLj a^U. c 

.Aja AjU£]| ^| j]| j a£jj ^oc J CjULuJI 
i-ijlko Aj| D li*- I j* jli Required -J aLILJI ajUJI J Yes Cjjlkl lila c 

.lc.jla a£ JL £■ jajow jjcj JLJI |j* J CiULu JUJ 
j_ic. 4 — j| e li»^ Ij* Required -J aLILJI ajUJ J No Cjjlkl |j|j c 
lc jla JLJI £ju ^Vu , iJ j c j JLJI liA J CjULj JI±jJ ijjlka 

JU.JVI AjLaC 

.jj-UjJ J ^1 jSsVI jLiJI jA No C 
^ ^ MjU" c$l No ^1 JiaVI Jc. jUJI I djsl C 

; >"^ '' ' 1 1 t> C L^a7l J a£jJJI JJi^. c-jcjj V 

. JS1 ul<J] l±!bkj 



( Indexed ) ^ 

-: Indexed CjI jU=».j C 

yj'j'Wj -to. 2L-j#ill iaJiAi V cs' No . ^ 
jLull Jliol jjSb J o^-j Ja>ij ^ Yes (Duplicated Ok) .V 

JUi ^ jjSb J o^j Vj *-.j*iS JaJLL i^t Yes (No Duplicated) .V 

JiaJI (j-si ^ jLul 

^ iL^iM Ljii V ^ No ^1 JiaVI ^jJI jLj^l ^ <M c 

( Smart Tags ) 2uS jJl CiU^UJt-^ 

CjUU g& «dJlaJ ^ (JllLa ^ (H 3 -^ oUj " J C 

(Text Align) (j<aj]t a ibta-NY 



C 

. 1 e \\ ■ .i 



Access 2007 ^ 

JpsM ( Lookup ucaWxS- oQ56 obt^l 

-: U^j?- Jia. ^1 ^Laa. J Oaj ILL, U j£j US 

. Lookup J diaJI jj^L^k ^jia j General ji aJc <j^L~k JjVl 
Jj-saJI ^-Ij—iV General ^l.^L JjVl * >JI LiljLu J c 

J*^iJI li^j Number 4a«lj]l jText V-mII 

Lookup dia_JI jj^Laij ^jlil! * jaJ ^j,!^ J Ul C 

Text (^-Sll Jj-. JUJ g. ^ . rtu-. V p jaJ| |j4 (J ^,I.^ 

Sj -*->* ^.. v .DateAime °M J jo^l J Number ^ J 1 J 

( (jjili CiULu ) 

^J-* ) J ( ^ ) i^J c£U> £| js! Description _ll 

*bLJ oLjU ^1 *J ^ y ^ ( V^. ) j ( J^jLJt 
^ Sj- JS USB 0- Vi? Ul lW-uS JUjVI ^ ^ J^J 




JaaJ liA <*\*>\\\ oajL^aj t^aUIi Lookup MJjfjll J^-l C 
L_frl ^1 JiaVI ^ijll c^ajJI AjLjJa jl Display Control — II jl ^ 

. (j^aj A-ailS J Text BOX — Jl J* J 




it 




jt Combo Box i — ^ j ^5— 5) 1* t> j«i J 1 Display Control 0- c 

Ifrj ^iJij- Cj^U> 5-I jit t>J& fJJ uSa. 
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Combo Box J5 <iljliia.l XiC JjjJC. till jLii J j^Ja U^.N-<... 5 
Row Source jtlij jl oji»1m * ^ ■ 4 1 5-«jliJ| oa CjLjjL» (J«aJ C 

<jV <dJj f±J J value List jUi i cAj j£JI £ jj J\ Type 

» -k-^joJI ^ja i ^llc ) 4£Q1I Cj!)U^1I IlaI ibtt objiJI 




\ t Y 



. 

J_ib £D£JI djUjLall eiA <j\jSJ c^UaJI ji..^ J Row Source C 
l^L^Jjj ( Ja^jiJ Jja ) ^ ( ; ) ^ W 5 ^ aUiU c$i C 

^ ^iilAJI JL^jI jL-j Jc ( Alt + Shift ) ^fcL. ^ s *d j^V 1 




JSulj diljLull JlaJ JSijl (IjI iiaaJ jl Save Jai^l C 

31W)« J& J Jiaiti <_ij~>j <>>ll £ ji JSa. 

I a , ^ili c£Ia>1I J& Ajjja-o aJWmII iuSlSlI j^j l&jic- V™ , Vil bj 



Cj? __3 J j . ^i fil l j — a JS^ij jjjLjlal! jjiA £ jji ^jj j ^-u^'ll l £-^=J £j=».jll 
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£ "&>&Aaa ijs^ (j^l 2dLjia Datasheet View 

. ^>y>^u 2dL>la Design View 

64«a Table Templates 



6uQ>fiA 



ft Li jj ^jia Aj3 lu^ju'lial j Jj-la. ftL^uj ft ja. ^3 j tllliljJ o-icUl ftL2ul Oljlri. ^ 

. ( liLiiij J jAaJI juom'i J Design View J! ) 
J jl-iaJI frLijV AjaUlt jjoLjiJI ^ jji Jjlidi i-jjj-i (jVI j 

d)L_jU c\i frUjj ^ ft^M V J UjIc- J jl^aJI ft^iil iiji> ^ j-i ^ l^j J JjIj 

yJa jA\ 11a ^ Lj^cLuij ^ ojj^a. 
.(Start) * ^11 jj c3j3 >*jVl jjli> j^l C 
jjii j»j (Microsoft Office) Up* j ( Programs) jJI jid C 

.( MS Access 2007) g-^ jJ 
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.(MS Access 2007) g-li jA <pJ2iaVI *JlLill till jiaicj C 

Blank database-* — 3jLV! ^ New Blank database c jaJ (> C 

(Ctrl+N) ji 4c jU cLibU JcU 

H?*- ftUr E t Database 



jjjj ^ j ^LiUdl (jxaj ^jJc Sjja. jJI Blank database Sialyl till 
.U^ja s^saJI cSbUUj S^tlS ^ ujcji ^1 <j£L*V! ^1 <£ll 

File Name <sUJ! (>» j <jl£*ll e.iuaj t£li£xj iMi Browse <j jSjI t>a 

(Create) jj LiuJeA ^ 





j Min j Max UJ jjL iliUlnJI Socla 4jiLi j$J*j C 

(^jjil! diLjL-ia.) ^1 j ^1 jjjij <J Jia^lj Close 




~> ID j-UjJI ^0?>'> M j j (ID & Add New Filed) 

L£ ( MS Access 2007 ) 




J\*^ CXSjsjO <2 6 ^ai\u> J^J OJls^P Datasheet View 

A„«- L Jj-i— aJI JL_i.jVI Ajbi-ua ^ (ill jfrlaj <-ij«i C 

a_jUSj f jal Add New Filed JSaJI gia jJaa. S}3 ^ ej_^j(Tablel) 
^ jLa ^tjjliall a^.j3 Tab J j j ^c- Vit . j £ ^ 
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j Add New Filed f-L Jjj*. Jsa. 4iLblj Field 1 (J*=>1\ 




I 

E 



Befell - ' 



^ * * * * 












o i . . 






mo. 








• • * 







Field ) JjLJJ L^UacLi jJI f lS ^1 a^I jiaVI 

I ^ -ki^aL U o^Jj^l ci-^k (l, Field 2, Field 3, 

(jJc <dJ£ Jjj Jai^lj J Rename column jUlkt j j>jVl jjL J^JI 




I IS' ^^P^m ::^ 

jjj <*J) ^1 JjField 1 JSaJ ^HjS J jLJI *l»J jjii ?J SI j C 
ujL-xjxoII) Field 3 J5aJ j (^ukuJ!) J] Field 2 JSaJ j 
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^-JSj ( ^LaM j»ja jail ) Auto Number J £ jj t> ID Jaa. <jl ^ia 

Text ^ ■ <-ull £ jill (j- jj-all <J^ J 4j3 ^ujLuVl ^LiLall (_LaC 

^ — Sc. 1 — JjiaJ 1 L^ai Text £ jill (>a (3ilxLa]l) JSa. j 

<jl Number <^-aa jll ^^ill ^ tlAajxall) Ja». j <_>a 





<u-a_jll CjljLulU CAjLnll JUJ ^si*-a ^ JjLaJ yr^ 




J_JLaJI j — J 



jV Currency aL>& Data Type 



^Jf-"' Lwi" ' ~J 3 \ * • • / 

0=uK^i ^\\ ^ Format jjc. j <j^« ^ t^i^ 

4 Ul\ o_ jIj g;1 Fixed £ jill J) General aJ S^Ull 
( T ) jj-J] Auto (> Decimal Places J 

.Save Jai^l Ajl^jli 



^ 






_ <uaJLi CjUuuJI Jii. Currency <Lc ^1 Number ^ J\ 



-:U >J C 



(3f 



— :i— 1 »wJI C 

UkxJI CjULull gj.rt.* V] J lM ii* C^U>.1* ^ U 

. jiajiw J^iM ^a*** <>fi3/k Design View 

Jjj_^ f jo,n *< >il Create uyju» u-j JjM iP^L ^ c 

Table Desfcm 




.Design View pjo.^ll AajLa tdl <-i_^ C 




Access 2007ii>»i ^ — O 

-:^^iJI c 

cJ^^JJ ^jL, j^j f:JAJ ^iii J ^ Jjl^J ft UiJ jjL 

. JU^VI 4jLc ^ £ jSjJI *lk±j Aaiauj CjULJI 

-:U U\ C 

i^UV ^pU^k >3»- *\&J Table Templates 

(6j£\V) 

Table Templates Jj^Jt create *Liil ^3^1 ciij^ t> 



\ OA 




l^i. jUii j U j£j 6jUI j l«JaauJ ^jLiJI (J jail (jJe tijo^ a-jIS j^ia 

Contacts JL^jI ljIISII <J&*1I <_W~> 

£]|... ^ajjill >J j E-mail j o-* 1 * 8 j UJ^ 1 j^JJ^J r^' ^> 
- v^'....«tt CjUkLo ^ ^Uyl <J jaaJI *UJ u^Jj 

* 




j> ^1 t_JI j5B ^> J jM frL ^V ^ 



3_ijjiJI aiA a5a!I ^ L-lila. <jj£j l$J3 ^jA^ajll (jl J] 
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<5 



.(JJ3 jia-ajl £-«U jj]| ^a,lVi M i,J 

-:U U\ C 

Currency aIoc ^ jill M^ml! 

~:<-j »i«JI c 

. tjjJ. Yij .i n I I (jjnOVimiJI ait (jjjJaill S < j. ■ ~ . ) 
it ujjlkJ JjiaJ OLlki* tjjSj Uiic (JJjLjII ^JL^j V .Y 



^ jjijbtii o_y cita^uii 

J-JI <> bj^j U- j uJj^ W J^iS lift ^ 

*Ud £ laJ jj _j> _e ^1 j Jj^ V'^j aL^j-S JjM c> 

Tables Relationships <Jjl^ uH 
_,!. :L__o AftL-w Jjl^ Jj*-^ ^ U^j*j C 

^ Jj^ <> JiSI LiJ ULUu US I*- -W^ V <_^j 

. Jjl^JI .j* J) ^ULull (JU\^jj Wj^j ^LJI '"^ 

Jjli-^l ^ J-Uill ^iJI Jj— «H ^ M L^k c 

su-uji c& _*u^j ^u^us^ij 

SjIjc l_i V-'tt c> j^u, US Tables Relationships lUM c 
J;; '.. ... US dAjLnl! JU\i *e j-. LiJ j J-UUI ^ <S_^ _J] AjU^I 

Uj3 JjU^aSjllj lilli 

Sj_uS JSU- cjULuII jcI jS ^u^> cj^U^j ^ Aj| US C 

JuS durables Relationships JjM f 1 *^ V*> J*^ c 
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cU-sl aLUUI J^^all sdlj iK.nj US sjcIS 

J-c ^ <I SAla- OUU tj^L, * > J£] 4^ Jjl^ p Li3j jA JjUl 

^L_jU Jj^Jb jAj ( a^LJI jJi ) Jj^ -: JjVl JjiJI c 

c^-O ( Xj^JA ) ^IMj ( aSjX\ jjS ) JjVl JLJ c 
( tt^Sil oUji^ ) ^IjB j ( ^j-ill jit ) 
O^^b ^L^L jAj ( ^ijiVl oUU ) J_,^ Jj^J! c 

iKi j ( uiyi t ) ^ici j ( E >i jjs ) JjVi jlji c 

*V ji cjUU Jxj^ (j^U jAj ( cj>J| cjULj ) J,^ JjjaJI c 



Q . — L^at 

( C >M JjS ) J j ( JjS ) 

1 . Jjjj IL.13] ^jj jLu J i^clSD eia. ^oii— i J lij jVij c 

jJiij J *UaJ 6 iA ^ JjjiU I^J C^l ^jI! H U=-J 

-: ^tslL ? jLa L. J jl^ ^ 
jjSj JiSjJJ JjS ^ <l» cU^ua ( <_i jifl cjljU ) Jj^ ^fl 

£>» 

^ c j» t> tWi ( e 1 ) d ^ " r 

.Jt J U^J^-^ OH fl-SiaJ tJJJ^ £e U^J C 

J j.~ il l ^ l^jis 3 Vij.Hi Lij! Queries iliUJUU JAiai <ku-JI 



Access 2007uaj^i 






One to One relationship ^1 jj j . ^ 

One to Many relationship ciljiaL ^Jj . Y 

Many to Many relationship t_il jlaL t_il 4&lc. . r 

)lfr£UI >j Microsoft Access 2007 j-aUjj <£!Ui] c 

t>.t jll t> <j ( \ ) a^! j >jj Many Ut >Vl ^ <u ( oo ) 

One 

j_^t J_i^j Jja_^ ^ J_aaJ SjLc CjI&UJI oiA C 



o — 

( 1 : 1) J ( oJji olj) JjVl ^'^^ ^ ^ ^ 
( i : oo) J ( LAJ^LJij )^ £j3» <> ^ ^ ^ ^ 
(oo : oo) j ( >L >l ) i*0 £ jtf c> *£*c ^ ^ ^ 

.*£>ui t> J* ^-u-Vi 

-: laaiU 

( 1 ) *>JJ (Jj)*is~*i U > t^^ 1 ^ 
(oo»jj ( ^il>Sfl ) M U J* ^ ^ 

kit j^j Microsoft Access 2007 g-bj* OH ^1 J ^ 

Primary key j ^L-SM C ^ A> JjM U* & J 3 

ilAc j-j- (> ^ & J^J- W liA ^ ^ ^ 

4,jS ^ S^IS pLJul J JjM J* J MicrOSOft ACCeSS 2007 

cAilu -.jcia jJli* pLiiJ J^U. o- eiA f**^ ^ 

^L-jLul! Jclja pUJ ^iSj cij-a J^il Cf- ^ d C 



nv 



Access 2007^j^i ^ 

uj-SJ d-Jjj < ^,all ^ ^ IhjLi AjLijj ^ Ujx, i Jllaj c 

( Hotel Supplies 1 j^L JIU !1a ^ ^UUI sjcIS ^ 

u-Jc ( Y JjiiB CjIajjjj ) J ( Hotel Supplies 2) JliJ 

• Blank Database^ jli sjj^. cjliLij sjcii jiiaj . ^ 

II j| ^iSJ! Hote , Su pp|j es ! j SAftliB • JiiaJ . Y 

•Create £ Desktop 



^L— J J.n ill - ^ Jj^ (Tablel) tp^L? pjfo .V 

ID & Add ) Uk j .Laa ^ ^jSy ^\ joal Jj> ^Lab ^-UjJI 
iUj jil Jj> *UiL> ^ jft lift J jiaJ I ? J 6 ( New Field 




Create oLiil <^c- J-i»>>»^ ^x^>j1I ^ Jj-^ Lr*^ J • * 

^.^iTi jjl! K»>>ii Tables Jjl^ t>j tUlj^Vt lyj^ t> 

jSill j& US Table Design Jj^ 




Access 2007 ^j^-i ^ ^ 

J_£ (Jjl—iUj JjUli ^]tj JjLJl fj-u .^j AjWj ^ jij fOA^ull <ai*^ <> .0 

— : Jjia. 5j«Jjui jAiall Jjjjj *jUr- 

j JLoj ^jdl j jjjj^I Supply Serial JLJI I^Jj . \ 

Auto Number ^ISt JSaJ £ jj ^olXj JjjjjJI <jLc 
<-5— ^ 5; J— j J—^j f-J Supplier Namejia. ajUSj ?j L LbJ . Y 

Text ^A^Ij 

Text JlaJI g-jj jUajj jj^J ^Ijic. Supplier Address Jaa. j.r 
Number JLJI £ jj jlSijj j JJ( J| jjjJj ^ j Supplier Phone NoJIa. £ . £ 

Text JSaJ £ jj jtiaJj j jjJI jjj AcLaJI ^uJ Goods Jla. fJ . O 

£j_ j jlaajj j^ilt AtLjaJI Jj^j j jjj^JI ^jjt Supply Date Jaa. .1 

Date/Time JaaJI 



Currency JLJI £ jj jlikj j a^L^J £_La Amount Jaa. I j#itj .V 




Primary 



key jxSH jliiil j o^VI o-jjUI j j - 5a *^ 



Yes jaV^ Jj^ 
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4 



Amount II Supply Date II Goods 1 Su PP ,ier 
L II II II Phone No 


Supplier 
Address 


1 Supplier 
1 Name 


r.o.. 


Y. -A/.A/1Y 




_ 

V.O. £££ 


<j oJI ,£1 Y 


^> in 


Ho. . 


Y • .A/.A/U 




YT£ « ooo 






£c>Y.. 


Y . . A/. A/Y V 










rAv. . 


Y. .A/.1/1Y 




V.O. £££ 


<J oJI ,i1Y 




<\ 


Y. .A/1 ./I . 




£ . £ £ £YY 


)'■■■'"■ , u vv 




YoY . . 


Y « -A/1 ./ir 




o.A.-m 






oA£ . 


Y. .A/1 ./U 




YVYVYVV 


5 — itc <ji "U 




m . . 


Y. .A/1 ./Yo 






i^JI £. 




Yr. . 


Y. -A/1 1/.Y 


t> - 


V.o. £££ 


AjjaJI (jll Y 


Jj-aj ' " '- i - 


Ao . . 


Y. -A/1 1/1Y 




YT£ « ooo 







WY 



JjlasiJtjxiOQiUll 



Amount Supply Date Goods 



Supplier 
Phone No 



Supplier 
Address 



Supplier 
Name 



1*.. Y..A/U/U JjSjj jj Y.o.Ht <ji^ 





fyj Jjia. (ji ^?ja CjULull a^clil ^IjUJ! ( -vM.,Vill 4j-oIa. C 
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cilttSj jjtfl] Jjjjj ^ jaSL Ijki Jj^aJI Sj^uS Sjj*-«j 

<_I>U. qa JSjjj^I ^ S JS ^ <j| dua. CjIj* 4*jJ CjjjSjj Jj-laJI 

j»UJ <j ^UJ! jjj^Ul cjLLc ci^U^ ^ liij US a^ULd jjSjj 




Cjj^, ^jj <j| jicj <uJ ^ ( ^ UyjJi ) JjjJt CjULd <ilJj£j C 

^ ) ^ **-»UJ ajj^JI CjULc o^U^ J, Ijjjj LaS ajUU jjSn 

AjjLojj Aluoj 



..laJj Jjjaj .Laa ^LaU. S jj^i- JU.i AjLc jjj^cj 

CjLjLu l^x. IkLj jaa »U j£i ^1 J jVl v^ 1 ^ y^J 
jtj—ic a y U»iJ djj^ ^AiLJi ^ ' 6 ^ U31 ^ 

CjIjLu ^ j5j jAj X^ ^ jjJ jj^ fSj '^ kjaG <> ^ <> Ck 

^Lail o^jW ylP 0d>^ **^J H^J *&Sb J u ) - r 

jl£ jls cjL^II o^j^ 1 Cx>$ ^l—j ^j 31 J-*) 

Ajj^ ^ • La^JJ-S (> JJJ* L^J JJJ* ° • • ^ 

Hard Disk uA-all <j-aj^ 

^ Sj^il. J ja^j 2tul5 Jjto. ^ ^ U^lj Hotel Supplies 1 obUll 
^^jj ^jL. SJelill e^A oUijlj ^ J U^ 1 ^ c 

Wo 
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Hotel o£i_J, *LU_J CjUUI sjtlS ^-sj *Lijj ^ C 

2 J 11 - t> l*JjlHjj Y JiSiB CjIjjjjj ji Supplies 2 

^L_iLij JjL-ibj opjj— Jl ^Ulu J Suppliers Data ^-L, JjVl Jj^JI c 

JjUojj J^sill oIjjjjj CjULu J Hotel Supplies Data ^-U ^lill Jj^lj c 

^■VJJJ £JJ^J U^jjj ^UaJI lU«« <> Jjjill SJjjJI ^UaJI CjULu 

-: Ualjkkj 2 Jlio Jjyki ^ U>_^ C 

• Blank Database^c-jli cjbLu SjcIS jllij . ^ 

!!j > .i *^ n B ^Jau Hotel Supplies 2 ) L> sj&UD e iA Jiiaj ,\ 

Create. In? . Desktop 




US ^u. oMI j ji-l J jOa. ^iuj j . } J jOa. (Tablel) .V 
(Hotel Supplies l) aSjLJ SjcISII tlil jlai ^ 

J_S till jLj J jljjij ^jjll j JjiaJ] ( >j a > «n* 4jLo*J ^jo i nTifl <aik^a 

-: Jjia. (j^iaJI ^ J>« 

jjj* JS (JLoj ^ ill j Jjj-al! J-iLw Supplier Serial Jiail l^jlj . ^ 

Auto Number ^Hij ^js Ji JiaJ £ jj ^f^j J-»1*jj 
Jjj — «ll ^uuil Supplier Name JS^ AjIjSj <jjU Jj^aJI ^ U£j . Y 

Text jSaJi ^jj J^^J 
Text JSaJI £ jj jtiaj j JjjaB jljic Supplier Address JS^. j .V 
Number JiaJl £ jj j ^jj^S lJjM 3 fij Supplier Phone No JS^. . £ 




^ — Sj Supplier Serial J— ^ ^ J <-5 J- 1 ?^ ^^Vl ^Ijsl»1I -ij-^ ^ jSj . 

j JSaJI -SAaja i V j»3j iaij (J-^ *JJ* <-£ j' t - J £ a ' J JJ"^ 

OK iaijJaj j ( (jj^jj-alt <^AjLu ) Suppliers Data ^-L JjOaJI iiaJ ."V 




jjjjj—all j (jj—jill CjI^jjjj clAjU JU\.>y clAjlull JUi Sjai^al JSrij.Y 



vvv 
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Supplier Phone No 


I Supplier Address 


I Supplier Name 


V.o. iii 








<J.ill 3 j [it V • 








. • * 

.I i a i^j i it 


£. £££YY 


l^jji • -j"' (ji VV 




YVTVYVV 


^j^aj Ajjj^o <jat (ji H 


^-^Lj u,v - 






frLi—jjj u' ^ ^ (3jI*JI oPjj-all tliljLjj Jj-^ oL-jJj ll»5 jl j*j c 

• Hotel Supplies 2 cjlilu o^cla ^ ^lill JjiaJI 
Tables Jjl-ia. cjI jjVl -l=y>i Create eLijl t> .A 

(J^il! ^ £^a_jx jA L»£ Table Design J -.ja.^j j jil ^^Jc. ■ 




— • J jO-v ^dij Jj-ijil] iljjall tllULaC. 

JS jJj J^j (/ill j Jml.no Supply Serial JSaJI l^ilj . ^ 

Auto Number ^ISii ^ jj JSaJI £ ji ^A^j ti-^ ^JJ 3 
Text JSaJI £ jj jljajj JjjaII u-° sJjj^I Ac-LiaJI ^uJ Goods jSa. ^Jjaj .'V 
£j— j jL_lLjj j^iall Aci.^i ill J jiJ j Jjjjill Supply Date JSa. -V 

Date/Time JSaJI 
Currency JSaJI £ j3 jljaj j acL^lJI ^La Amount JSa. j . £ 
jj <j ^ tdli j j jjJI JjS J Supplier Code ^ -i)^. JSa. Ja-u>jj • ° 
Jj^j JSaJI 11a j JjjjjII ajL<uu ^15 ^jJI jjjJI <DLk qa <_i j«j U3 ^j- 1 

j o Jjj all f3j ^ Jj-aaj j (jjJjjJLl 4jualaJI JjSaJI CjULu (jc 

JSaJI £ jj jtiajj AjLijLi U*a ^jJI Suppliers Dataj^ jj-JI <— >UUj Jj^ 

Number 

L-uUaa^L Jv>,.i ')! i_)l h^Xa Notes >li A_j^a. JSa. Ja^*j IjJaJj 
.Memo JSaJI £ jj jUajj JjJJjll tllLLaC.j jjJ J><JI (_><= J"^.' 
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J " 1 Supply Serial <JLJ jjSJj JjOail <^JiJj\ ^lOLall 
■"-^39 J jjiiij V fSj jib jjiill ojjjj J£ J ojjj^I 

.Li^jj jaiiJl CjUjjj CjULu Hotel Supplies Data Jj^l iLu . ^ > 
_ OK 



Saw; |$3 




0— > U^jj (i-^l ^jI-^jjj CjULi JUjsV CjUU! JUJ <=lL^ J&j . ) Y 
J*^^ ^ l^JU-j Uojjjj jdjtij sj jjj *eLiu» *LJ ^ ^Ul 

.Ojjjj 4_iLc. jJic ^ Ajjj^I AjLxj CjUia^U 



Notes I 


Amount 1 Supply Date I 


Goods 


. • \ i\ 
*Lna. 1 O % % ftb 


y. o . . 


Y. .A/.A/H 

/ / 




— 


Ho. • 


Y. .A/.A/U 

/ / 




^ • « « J £AJ J«0 


£oY. . 


Y . . A/. A/YY 
/ / 


,^11., ,,1 


. • A w it 


YAV« . 


Y. .A/.1/H 

/ / 




j^oll ^ 


^ * * * % 


Y . . A/^ .A . 




it 

( j -a jl___i. 


YoY . . 


Y. » A/^ ./H 

/ / 




u-»M 


oA£ . 


Y . . A/^ .A 1 




T 1 > < 


in.. 


Y « « A/\ ./Y'o 






yy. . 


Y . « A/V1/. Y 






Ao . . 


y. .A/n/u 




— - 


1£. « 


Y..A/H/U 
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^Jl jJI Jj_SUI dljj ( 1 Jllc ) £UI JliJI ^3 JjOaJI (1J ^| 

Hotel Jj-i?. jjj J^ajll Sj*& JLsJI liA jjloi JjjaII j j£ Supplier Code 
djL-iLii Suppliers Data J j cLiIajjjj diLjLjj Supplies Data 

o 3 ' — *J J Supplier Code <_1*»j ^>UJI CjULJI J;-^ ■ Zy-^ h c 
dji — jLjj Suppliers Data lil <_> 1 J.. — •«« jjjjj AjLac <_)£j 

Hotel CjI^-jjjj cjUUi J j£| ^ISJ J J:> ,„ft V C 

cjLjLjj SocUlt j^j ^ j& J ^ V! Supplies Data 

• Suppliers Data & Hotel Supplies Data (j-iiall CjIajjjj dibLij o^J^ 1 

Oi-i pUii! j jjijj Ljjljjai. J JJ (jVI j C 



© 



4_^U_l rf j\ 

jjjjj J _jl jLu (J <^a jj^.j_5t Supplier Serial J J** • ^ 

Suppliers Data 

CjUU J j_> ^ Supplier Code J Ji_ .X 

Hotel Supplies Data 
Hotel i_jL_iU1 s__c_ j__a. jjj Aa^ *_!-) 1_u jVl j C 

.( X _j_ia3l -jlajjjj ) Supplies 2 

5 cjAa-aJI Ja-b qa j (cj_Iu]| S_&la _jI ji) Database tools s-yjf-l u~ • ^ 

jA US .( Ola 31c.) Relationships _J& Jax__l (*l__J/jl*Ja!) Show/Hide 




<d _a_j Jj_aJ jl^Jij Show Table f-Aj ^ Lj JjVl S-abB C 

(-jIjjjjj d-U Hotel Supplies Data U~j -jULu S-cAS ^j^?> Jfr^J 
Add AiL___!>U jj ^ c^j1-jj Suppliers Dataj 

Close (3--I jjj 



Access 2007^^1 ^ ^ 



<&L SiaU iiilde Relationships ^-L 3jiUB ^ j^Jiu sisUM C 
Show sjaUn t> djli^UJ! J*c l_j jlkJI Jjl-iaJI ^1 ji l^a ^ 

•Table 




fid Add -ki^i ^ Hotel Supplies Data J ja»JI ^ Show Table SisliM t> .r 
Jjj__aJI ^1 jjL ^ sislill ^uij t>j Relationships siab ^ Jj^sJI ^1 jj] 



t^—k jA j^lij ^gla. Add J!e. iaiuJall sJja^ Suppliers Data 

.Relationships CjI£>U Soalj 




oLOjJI si_JLj o£ j^sJI J*Uul! ^ l^jj Table 

.Relationships 




<JL^_j JJ4 i ^jj ^jla. Relationships Siali ^ oJj^?Jt SjLj jj ^ . 




Supplier Jis. £xa& cJi^jjj ahhj Hotel Supplies Data Jja» j> jiij .1 



Drag and 4Ljk> ^ ( 4&U1! ^ ^jhll ) ^ Jj>tt l| j ^ C ode 

jJac.1 — cUijj jUI j jj Ui>>xi j l_l^J| Drop 

<]aiuuj CjULu Suppliers Data J ji> ^ JiaJI I 

J »i l "u» Supplier Serial <JL*. jA j <u .LjjII J*c ^jjiJI JlaJI ^ 
j^kj Lojc dli^ 4&U1I ^ J jVl eijU ) jA j jjjj fSj J j JJA ll 
^ j_iia + j Jalijyi yjfc JjB a-SIc hi 





jj j^i Edit Relationships iiah hi j^is j j ^1 jj jj^u . V 

( Table and Related Table ) 1S%<1\ ^ jL *Lvi . ^ 



( Enforce Referential Integrity ) (/s^ 1 0^ • ^ 

( Relationship Type ) a&UJI £ jj Jj^j .V 




t> Uj£-« 3* J ( Table and Elated Table ) *£**fl Jj ( 
(J_L=. ^ gjiJI Jj^aJ {J j^jj Table/Query f-L >-jSM *>JI ^ 

Supplier lM ^ ^ jSuppliers Data ^JJIj 3* J t> ^ 

j (jhjjRelated Table/Query f-L <>£M * Y Serial 
Hotel Supplies 3* J ^Uli 6* ^ISM *-i>H c> c?^ cJj-^ 1 

. jjjJI j jS Supplier Code JaaJ f\ Data 

-: 4JaaiU 



UV 




© 




liAj Enforce Referential Integrity ^ jA J*l£i]| q££ ^1 * j^J .a 
) <]L*_^ uiaLjjj)cascade Update Related Fields ) JjVl -\ 

^uaj 4jc. Uill ^Jajj^all (JjSaJI 

) <]L^ ^Ujj cascade Delete Related Records )) ^Jix -Y 



-: AJaaSU 

J^l f Uj JIUI ^ ^ j^i fr>J j^] cL ^y, ^ ^ 

*L_LI jiVl o^Jlj .LaaCascade Update Related Fields JjVl * jaJ 

^ AA 



.lift UlUa ^ JirVu.1 US U-a jjl jaJ! 

lil jV US Enforce Referential Integrity jUJ tiljfu 

Au^UJI i^Ajtull ^Lu fSi ^ bjj jA lift ^ i.n..iB j Uai. aJU, j AjjS-JJ 

^JjII jSLill ^ jA US Supplier Code J*^ 




( Relationship Type ) 5 £U £j — j j — j^j ^ 

Access 2007 £->U_ijj <la — ->\ L_jjU1j a_£>U1I £y * jaJI 
_ JjIj-^J! ^L_DU1I £l jil *> cUill lift ^ LjjSi US _ 
(jjj ) a&Ic Ujl ^ ( One - To - Many ) Uii a£U11 £ji U* j 

Supplier Serial <J-aa> >-» j a_DU1I ^ JjVl Jial J ^ ( <-il j^L 

Supplier Code jSa. jA j Aj Jajjj^l JSaJ ^1 ^fl Ja^l Uiu 

.( tiljlJ JSa. ) j^i jjj aJj^ ^Ufyl ^'Ui-B Ji* <_>^ 

.A&U1I jjS-al Create ^ Jai^ jVlj 




• Supplier Codej Supplier Serial 




- - _/ ^ (jj - — t> * ■ J? ■ 



jaisJ! oIajjj: CjULu Hotel Supplies Data J J\ Jilij ^ cjl jjaUI 

Supplier ^ JiaJ lift Jajjj lua (j! j J>a ll j Supplier Code 

. Serial 

<> .iStij J Ink 4^ jjjji J£j G^JJ*& Jl jSI Jjr -'■ ^ pjJI 

1 ^ * 



o — : 

y '<•■ J± J^iill g^jj^ ^>UJI <-u^ll ij^Vl t> ^jj- l£ 
. J^Lj Uj f l5 yjll Jjji^l pUi AjUc l&j o*UJ ^JJ* 11 
U«JL f lS ^jfl fSj Jjj-S JjS fcli l£ ?Ui • ^ Y 




j (tiiL-iLull S^clS cjI j j) Database tools <-jj_*£N t> cs^ ^ 
JjiJl Relationships <> (pUi)/jU») Show/Hide Jib 




Enforce Referential jU_pJI jUii ^ Edit Relationships SisLi i> j 

Cascade lH J-pJ Vi.*. <uU] (^) i-Slc. ^j-M <-W£att Integrity 

Update Related Fields 
Cascade Delete Related Records 




Access 2007 







jS*i» ^ £^3* j& US U^U! Ok Jc kwaj j (^) lUlc ^ 




Jjj-gJI ^ ) f jL, *©UI ^> ^1 ja ^| supplier Code 

(oo) ^Ui^JI j*j one jll ji^I c luL* ^ ^jfl 

Many i-il^laVl <jJc <j 

Ljlll. LjLSlj oJjA-^ *£>lc *Uli] ^ LukS J ^> u^lj 
Jj^ ^ ^ ^U. ^ *jLc JS ^ JJA 1! jSJ ( 2 Jll. ) 
Uii^ tjlS liAj ^ JS ^Ui j JJA ]| cUu JjS j> ^1 dljjjjj 

.^UVI 

J-ISSD ^j^l JiSl j ^ olcuJ , ^| 

— :<^Aj (jjbbJaj w j. ^ v. 1 m ISmU-. j ^ 

MY 



^ JjtJbellQJJ-ja^-ll 

,jk ^_b jj_ ( LjI jll J5-JI ) J jVl aCUI ^ ^ - r 

a J\3 £*___*_( J JjM ) J jSM A&U11 Jj^ t3*- ^ • * 

— _k AjS l^jj jVlj C 

.Aj -LjjjJ! JjiaJ Jib -W J lM Jj^j- fSj ^ • 11 

4___j A_J Jjj- c£j 4-*^ <Jj51 ^ ^jJI (> ^ j^J 

.Aj (j_il_JI 

ajU. J LkPJJ^ ^ Su PP |ier Code 

V^j ( __•*»_ JjVl ) *--»L_J j j-S& ^_U3I SjjiSfl ^jjj-B 

.Enter Jai___j ( 

J^jj jjjiull li_J ( MS Access 2007 ) ajUU C 

? L_Sj_l J Suppliers Data UJ ^J- U 

cJ-J# J_,x_^ CM V _*Uj- m 

V fSjJ <> V* p ) J* J pSjl ^ o^J Jcl c 

( l___i. JJJ-J! ) AdWll o^A <J-*H C5^J 
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. jSaJI ^^aio V JUL) ^_LU ^ j j! J j£ . Y 

^—a _ l _ > ^j (jiJI jAj — ( ^ ) ^ jJI f jii C 

^-JjjaJI 4jLc Ja^ JjjjUI CiLLo CiUUj Jjjaj 0*1 jjJ JjS JL*. 

? ^ O ^ i ( 5 ) J jj^L 5 ^UJIj Sj JAJI 

•Jjj— Jl ^-Aj 4 jUJI j jj^, un j LiiS (jail ( Y ) 

• Enter It* > W) £ ( (jjj-u J 





( ) ^LuJi ^ _> J>0 

Mi 



Q • — 

a -s'rti ^jSi j Suppliers Data jjJ iIjIjIu <Jj^ J! ' 6 J^ eiA c 
. », (A £ AAV A.) -L_jjLlj jjjj ( Ijii j^WI ^ <JW o^'H-^- 5 

.( ^jfc jaj Xoai ) iji?Ji 



Hotel Supplies J ^J_£ J) ^ C 

^jjLJij ( e L_j* ) JjjjjI ^ji^ ^jLc AiLbL, fjfcj Data 

AjU ( U . . . ) ^l^JL, l^iiuj ( Y . . A/U/V ) Uijjjj 

_ ( ^>j?JI ±J> ) ^1 ^JjJI ijS jAj _ ( 1 ) ^jjJI JjS 





( Cascade Update Related Fields)—. iS ^l\ j Referential Integrity 

Slab ^ |^_, ^^Ji ^ ^ ^ ^ ^ w ^ 

• Edit Relationships 

C> CS^P lH-JjjJ ^U Jj^ Ja-J 4jL«j f jilu- C 

<tf L US ^Ujj >V! Jj^aJ 
f jijj Suppliers Data Qi± Jj^ J\ ^ >i S C 
jj-jill ^jj^ oTjUuu, t> ^jlifl <u c^Ljio 

( T ) J^J J ^ 6 l£ ^ (q^^j^) Jjja JU ^UJIj 

Delete jUUlj ^jUIU Right Click -U^l ^ J^J! |^ ^ c 

Records 



*>j j ^ ^1 A jj^ yL-j MS Access 2007 ^ jJu^, C 

Hotel Supplies Data J j^-^j S.jj—a.jJ cS^A\ ^ jp^j 



. jj^ii ^ ^iixii j j&\ a^Ji 




i 



■ - M r .... f li j j LvJ J^^L, US J^J ^ ikOtu-j Yes J»~i1 C 



Access 2007 




i _ JjM t>( * ) j 




-jLxj jL-UMIj «)j (Y) f la j oJ^-JI oULu ^ Ojj^ ^6 C 



JLill ^ _jA US. Deleted ^ jjJ CiULj Jj^ £ 

(_3jUilt 

Referential Integrity jA\ JJ Sill ^ ^1 * jaJ ^ U \u> c 

^ a Ja — u. Ui^a. jl dua. Cascade Delete Related Record _j ^mjj 

c^LLc cjUU Jj^j ^jjjJ JjS Jia. ^ ( Y ) ^SjB f jVIj C 



^ ^ A 



o — 



L (jjj ^ Enter JaiJaL t*Sli j*j f jfc C 





3 >,1>. j ( MS Access 2007 ) '.'JV - "J O 1 « 

. Suppliers Data JaJ jll <Jj^ f^J 11 
oLjU Jj^, ^-k ^jj- pfljS u^i V ^ aPj^ 1 

.AjLmll sIa LS^J 

.ops U lJ+U & jJI ^ c 
jjVi Jj^ c> ^W 11 

. ^Aiaii ijjjpli OULc J^...'n f >^ ^ t> C 

oLjUj ^— a oUUxll cjIjUj JUjL ^ jfc o 1 • J* 51 oi4> s1 J c 
(JjO_^ ^j-J oliUll s^a J^*- Jj Hotel Supplies Data ^jjh 

Suppliers Data uPjj^ 



Access 2007 



liA ^ _ supplier Serial - JjM J ja^ Jjt Jj^j 

i Jy * j£] -uLlst J£ J ( + ) ( j3I j ) cjL^t 





JjVt J ^ Sjja.jJI ( + ) jit l^c U.ull. ^ C 

^^ij ( - ) <^ J! l«i ( ) 



IF! e SUDOU -j=r-=l . 



J el 




^LjUj 4_^U1| ^ ^ JjJA ]| s ^ ^ ^ ^ c 

•Save JaiL^t JLkjyi ( ^^lU. l^.l-.^j 



*^ ( ) £^jll ^ (jr^ S J* Jai^ai^ jVI J 

4xoUJI J Jill djUl*C (3lc j»JJj ^il j £^jl1 J>\ L$J^ °J* (Jj 3 ^ 



. ( j*-aj llxa.^a ) J jVl ^ JJ*H-J 

^ r ^ jll Cjiki j J i^liJ J9 *LU! jjjjill 




JUaj^S iul jll JjM jAj tjJjM t> ^ <A?^ l> ^ J 

.( t_il jtL (_>J J ) £ji t> ctfl U£ ^1*11 UJ^ 



Access 2007 



-: yjVi £fu ofJj^ u£ Able Jj^jlU 

Jib j (cjUUII oJtlS dil ji) Database tools ^jfUl ^ U.ul i. ^ 
LS —k. Jjia_l^ Relationships k hi , •„ ! (^UiJ/jL^]) Show/Hide *c.j«*.J 

<c jJ j^aJI j^j <5^>UJ1 pLijV ILL. Liki L£ .^1£jUI 




Jaij cj^4>j* u'jf^j c^j^ Ljj Relationships Sisli ^ C 

'"W t>j Right Click JLi^lj ..ft.,. .1 1 Jaifl ^jUL <ja C 
Jk. Jai^JL J^c ji^j jjj^ Edit Relationships 

4jK JjJ ^jfrmolt JaaJI 



Y * Y 



Edit aLL^J J j__aJ Sials MS Access 2007 ^ j^J C 

J i-iljLI Jj^j *£>UI Relationships 



tlZ Ui£ ^ jJ lU^I j l g . Vi l .^i-s 




^ 1 



.aSXJI Jj^ju Aic L£ aIjUI Relationships Sialj C 
4_-Jiai Right Click > j ^jiu-J Lill £c o-j^ ^ ^ C 

jj ... t j: L^l l 11a J *£>U Delete Jai*ij ^^u^l 

.^tuliJI t> Delete jj ^ Ja^J j <_^jM 

^W!^ 



Access 2007 



Sjj-Jai U^jjol jjA=u <]L. j MS Access 2007 ^.U jJ Slab lil j^ki C 
.aSM*JI tiia. ^ c^jj V lift NO v.< ^aklLa jj^h- ? t a£UJ! 






Access 2007 




Searching • 
Sorting • 
Filtering • 



_ 



j-laj cjLjLJ c-^ '^y^ V) ^ L. cjljLull sjcIS j! ISA-. US 
' i_c t> V j^i cjliuki l^l^-V Ia^-m <-jL- W^HJJJ W^j^ 

L^jjjjjj diUUill jj Jij . ^ 

L_^U t> J_^jll « , iw Sji* <jl jj j j5l" cjbUjll o^a Jala. . Uajl 

J <_j ciiljLuil a^JU* ^ dljUJI sjcISj cjljLull jjj >2 cjjj^ tdli 
jl^ ^UsJ £ MS Access 2007 £*b jjj l_u,LJ jcProcessing 

a<j*. B dLL-^j aSjJJI obLj sjcAS j W* 51 J ,J1 

(jOiall dljjjjj c1)IjLij S.ic.13 Ij^'j 

. jjj dil&lc S^clall ^ia^ij jjia luJ Lu^j*jJ US C 

(^j-^ll) JjVI *_>_aJ L_$l^ ^ 2iUI iou-JI Jj— ill j^j C 
2_^|j^j ^ Ul MS Access 2007 ^ jj ^Ij-i t>( Elementary ) 

t %v 



ocl j5 J^UjII J jblj ^Ul ( Advanced ) ( ^jSUI ) ^jlill *j=J 

4 — U — >-i^-!tj tliLojkJl ^lluJ Jjla <JjJ J!>U. t*l]j c 

4_J!>U*J| c*1_c_JlJ| ^ ^Ljj oUiVI ^UU jjj jis c 







Searching 




.) 


Sorting 


JJ^I 


.Y 


Filtering 




.r 


Indexing 




.* 


Queries 




.0 


Reports 




.1 



ISJjj .lie. UjLu UUIjUj jS indexing j^Ij A^UJI iLjU -Y 

JjL-il (<r - ^ij djUjkji ^tmj (j^L ^ ^jLJIj ^uji ^jjksi -r 



(il " 

J_£] i_i jjui Reports jjjliill j Queries Cil^Ui^VI tlilc^ajx 

L^jj^] 4jL^L L^jV I jki 1«jJ <J*^* S ^J 

Searching - ^ 

jA liA t> i_i^JI j ( Searching ) J (ij^ 1 Jj'j 

j^ u-, ...y CjULuII S-ielS t> ( MS Access 2007 ) g-ljjJ J> S^jJ 

J IuS-j cjjUI JUJI ^ jAiill CjI^j^ CjUU >S ^ : ^ C 
1$j f l3 ^1 jujj^II obLc ^ t> ( MS Access 2007 ) g-ljj* 
J U J;U_^ ( Cu^Ju ) J jj-M o^lj (J^ <# J JJ* 

. I&^jjjJ ^tjjtjj 1$jL&jJ 

2',.., I I SJia (jc. ^jaJJI Ojjjl) 4^UJ iijjjil CiLiLc ^ <j& Jy^ 1 J c 
jlxx ^1 tuiJ liiS-uS JsSl J 4jLoc ^ • • (jc O^sti -iJJJ^I CjLiUc 

J i^j V J ^ (j Ijia tj C OJ 3jLLji SI till ajlx-all (j « 

. (MS Access 2007) g-li jjj ( Searching ) 

jjl) libau. (j-aU. Ja— £fl ^J^jl SJjL. aJjjUI o^A jJd*Jj C 

Sorting Jj— *S 



Access 2007^j*i ^ 
(J 

.Jjjj L jUjV (Data Sheet View ) JUjyi SiaU jjc 

<Jaaj iic | Aft, jjjJu ^1 ^ 1'-*,* ... 

fj_JVI t> JjjjjII ^jjIj (jjj jjjjSII diLLc c£Uuu. oLki lil c 
ti J^ 1 ej* -^JJ^l CLiLLc jjji <^ ^ ^j^VI 

O— o ,j! Lo_j ^ AjjjiJI CjLLc ^1 jjY "las j t-Aujjll CjjJ I jj J c 

• Ia jjc. ^ jjSI (juill 1^.11^ JjjJJI CiLLc. 

r >, ^ oi l jjUl „ J^aiJ! 114, JiU ^ Jj.^'lL l^Ja jxlou 

Filtering -f 

■^J^ V ^1 CjbUJl J j*j ^ jS3 tly-^ CjIjIlJI jLolkL) 4ijJall aifc ^j&j 

.aJiaj (Criteria ) jL*-<JJ 
-: cs A J (ij^ 3 ^*jJ j^Vn Filtering AjL^uII jjla c 
(Filter By Form ) j-r j j^ill ■/■■■^ Ls ic 
(Filter By Selection ) jLlkVI ■/■■■^ ^ . Y 

(Filter Excluding Selection ) jlilkVI . V 

(Advanced Filter / Sort ) <*,viU Sji. v.tt . £ 

. JjL-aaJI lift ^ Jj.^isML) 



Indexing 4-ujj$&I -t 

I dua. tllU jUJI JslaJ 4jiJjjJI j 4-algJI (Jjiall t> 4Jjjiall ai* Jfi«J 

. >jj;<ti tllljUJl JcljS 1 '*,'*'■ J dlaj}l CLlLLaC ^JjjJ 
(jjij^ilj .i-la-a JlaJ CjljjIia-aJI ' ' * '-»■ ;^ CLlLLaC (jjjl^ill ^ __>jjJ La£ C 

MS Access ) — jjj aL^I jj S jJiL^ Primary Key ^l^Vl ^tiaJI 

( 2007 

^3 IJj* tlijS lilj ja.T (JaaJ 0"J$-* gj-k'"*' C 

jl ( Indexing ) 4j_^ala. j— OlA 3 ^ V 1 "^ J 1 J 1 

US JiaJI li$J 

Queries oLCUlu/jM ~° 

^_jilt ^jj^ij S j^UJI jjUl ^1 <> Queries jl ol«^Ui-.VI 

j-JSI J <ja*^ ji*-o diaJI ^3 ( MS ACCeSS 2007 ) £-ljjJ pAii— UaAjaJ 

(j! jjj__ajj ia ia. 4jjl£J o.}.l*ia]| CjL^UluiVI 4ijia till jia-a f&\ qaj C 

Ijljajj Ijlj-o <a.\jaJ ^UiJ 

MS Access ) g*\->jt ^^1^1 ^Lm J^a-a Jl>u> V] L» ^Ul^Vla C 
cjLjUJI SJtlS blnJ J>JI lift ^ ^La.VLs ^ jJI f As ( 2007 

j^JlJI cjUoxa JiSl tjc ( MS Access 2007 ) ^ j> J> :!&*a C 

? I >a-kJ 



Access 2007 ^ 

- Q 

LS — ^ 4-y=^ * J*^ f»* JjSl JjJaJj J^Jilt CjUuxa AjjllaJ ^jaj C 

. 4^7! t> jx&ll (> tillj jjc J ? 

Reports jjjlioD -1 

di^Uuat-Jt tJ _k. Ja.Ja <_5j1^j Icjika liixx | jjjii pLiij ^ ( MS Access 2007 ) 

(jj__y o3 — A (jSJj CjULlJI o^JC- J (Vi^Yil S.1UC. jjL t*lljA jl ^Jxj C 

Si_flbll ti _k cjUU! JUkjL acLi ^olalli siabll ^.^J CjjSj 

ttjLLJI j ^clJai] Uu^i <-l.vo,^ JJjl&II j! JaJ ^ jaj ^ C 

.( MS Access 2007 ) ^-lijj ^ j ^LJ f l ^'... 1 Jl\ 

L-CjAz* <L — uij VI ^ U jjjliilt J ^3 ^ u ^Haaii <jI^M c 

.CjUUI Socli ^ CjUjjIxJI ^llH^V ( MS Access 2007 ) j-Ujj U jSjj 



~ lv«'... l j jjjSj «.Lij| 3joj< ^L«jj t_i ^ jjic ^IjII Jj-aall C 

■ '■N^.,. ti «j Aalj-ialj j> jai^ Searching liiaJI ^^jJa^ JjlHj J\ Ji - 
Hotel Supplies J i cjlajjjj cjljUj ^ -^ji^ 

il£U'..ill J^c ojL) jl Data 



Notes j 


Supplier 
Code 


Amount j 


Supply Date 


Goods 


^ 


• 




o £ . . 


x . .a/h/i • 




\ > • • J ^aJ^-a 


1 


1A. . 


;X < .A/U/Xo 




<* V • « • • 


£ 


H 


X < - A/H/U 




^ X « • J £aJJ-a 


r 


irA.. 


X. .A/H/X1 




( _ > all 


£ 


A • • • • 


x . .A/u/r. 





JL^jL j Hotel Supplies Data (jJ — jail ^ ^JJJ ^J- 1 ^ c 

Save iaij^allj ^Ij^l -k*^ ^ C 



nr 




Cjl—ilaj Hotel Supplies 2 L^L,L> S^_clS t j__* 5^ ^1*^ ^1 ^tiiLJ lv.<- ; c 
Cf- ijjdi JjS Supplier Code J >«JI jtiiuj JaaJI 




-: J yu* jil tjjjSjjia ^.jj * Find j-V J^jS .V 
Home s-ijjf^ c> Find j> Find 4lj4 ( ^ ) c 



— =J --= * --I ; - - ■_ — «" " . _ = 



V :-=-:- 



= =:.-.= ._ _f/ : ^-- h - 



. JaJ j J J, £&\*Jl t> (Ctrl + F ) ^fci* t> J»i^ ( Y ) C 

Find J^lj Sialj bl ajjIjII J ^ jVl aSjjUI <'ioiVu.. l .V 
Replace <j jj^l j <*i -sj Find jjjjS j> Siabll uj^J and Replace 
^ AjjIj *l jJ <*jJ t> Find cL^j i-jjjjj uj^JJ (J'^ 1 




jt uiSis ( Find What ) tfic Jl jaB :( I ) c 

• JjV! •ijj-all Jj£ jjj Jloj (jOll j ^ 

J— a=J ^ — — t L_^U i_j jjS-« <j| ±aJ ( Look In ) £ajJ! Jb-a : C 

J-^ 1 ' J^j <-JjS J jLu^Ij llJ UjV ^lljj Supplier Code 

. diajll JU^ jA Ijsa ^ jail -^JJ^ c> J J 

.>! ^jj <jl ^-u- Look In -J JjILJI j j]| ^ liki,^ Ijj Ust Jiatf j 



(iaiill CjI-Ijjjj CjULu Jj^a. jAj JaSa liaj JUx *JJ^ J j£ jjC Ijj^] 

4 — t ^_ c , diaal! jUaj ^ li^j (Jlip. <LSL Hotel Supplies Data 

^^^^ ..Liu jjjj jj£ JL* aIAj J jiJ! ^ ( ) ) ^Aj ' jI jJI 





t-^ljt^j (Match) SjIj-aII ji iaJ! ;u»l. : ( £ ) c 



Any Part of Field J jVl jljifl - 

Whole Field ^£11 jljill - 
Start of Field v^O jlpJ - 
Any Part of Field jpaVI jIj^JI ^ <&Jii^j 




a££ Ifril jUi j ( Search ) Jbil ^5 iaJl »W : ( J ) C 

Up JjVl jl^i- 

L^cL-aJ JiaJI dtaJI ^ 

Down ^IjII jLp^' ~ 

All vUlSfl jLjill - 
. JiaJI JS ^ djaJI ^1 ^Jj jjII ^ jpaVl jLpJI jAj 

All ^1 JiaVI jLiiJI Jc. a£jH^j 
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£*U jj J iia^tia (Find Next ) ^IjL. ^ l-i».^L <il]j 3 S^yW c ± . i 
' "'^ « ) (j^iUJl } ^ j ^jc. tlLaJb ? jL (MS Access 2007 ) 

<jc cLlsJI lUSJ Find Next iaJuJaj 3 J£ j Jj^JI J j£ Jia. ^ 

•( ^ ) ±j£ 




iao ^Jj JiaJl 1*1^11 (jx ts ^ij| <j] l^jj till J jSJ 4JLaj 



J 



Find (JLc 



' r,lS,,U*. JLwGj jjjjill ^jjl: J Supply Data ^ uj^ ^ISjjlaH ^ J^J 

-1 



s^Ij Find and Replace Si — a\j ^c^luoj ^ 



Jjjjill ^jj^j J*^ ■ i - li - a if- *— ^ 
•ijjjill ^cjjIj Jia> ■ i - li - a jfr" 1 Cf- ( 8, ">.'^ _ ^ 

■1)J>J1 ^cjjtj Jto> Jib Ala-a ^»jJ (jc. 

Xljjjll ^}J^ J** (J^ J J" 1 *- 9 C^J^ L)^ ^ 



_k. ■** jl jjjj ^ill J ^jjtill Find What ^ ^ t3J^' 
J j IVi ^jll yjjJa J Match <>j(Y..A/U/U) <jli]j 




■ 



-1C" 
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Jbjjill jjjU JLa, j^ui diaaJ) - T 




f - r;;- _ 



t 

■II 



i = — =■ - z-- >-.=- 




Y Y 



jLill ^ ^-b j& Supply Data £jj^I <Jii^ Jli jjSja 




x_ Ai Find and Replace Sl-ili ^Ji-u ^ Jjjj^I ^Jj^ J** f _£> C 

4 jp jl J— jjj jfriill Find What 4^ ^ tij^ • 

tliaJI ji Jiaj tllajll J Match t>J ( Jf-^ ) L&Jj 

t fc * 

Find Next V»t>;Vi ^ ( Any Part of Field ) lS> JaaJI *l j*.l 6- * t/ 1 




= — r -T 



I ^-v^ 4jc. " tj'^A Jg -*l| IjJ j$Ja j tliaallj ft5 & jJI jl V>') i. 1 C 

Op Find Next <^lc <sj±\ -k i - ^H ^ I il j <->ljln]| JUJ 4jsi*^ ^ _ 

^_j]| ^ j < j AjUc jjc. jf<u^ J^i Cuj AijjJ AjUc Aijjiil 




Jjjj^I Jia. Jib J.la*» ^ jj & d»aaJl -f 

J— aL Find and Replace aj-Jb ^jl^ ^ ajjjUI y ^"- j.jSj C 

OSjIj <Ac da^u J Ajjj ^ j]| jJI Fjnd what £ j^ji 

J aSjjIi J Match (>j ( W ) j^i ^1 ^ ^SUI f jJI 

c^J j! Search t>j ( Start of Field )<J\ iaaa JLJ ajI^j .». v .n 
Find -Li^aj ^| UjUj JLJ ^ d^J jjl, J J Down JiiJ 



iSiyfiillliilliiii 




jl-^jlj L_i] _ > _^| ^5 ^UjJI J ^ Find Next Joi^l JllLj c 



YY Y 



X3 



Replace JlJului^l k-u^u 

^Ua—jL^k ^ia^j Find) ) ^ J jVl Mdjf^ J- 3 (> U^' J 

jh-a j Find and Replace Jlii—VI j iaall *^ ^ Mi^' c^j l/^ 

.(Replace ) Mdjfj 

i _ \ jjjoll el jaJ j Find dxau SJJjfill el ojj j±£ J J?-J -^^jj C 

5 aUJI 3 jj^iJI ^jk ajiaLj jL J jail U^oj dip. Replace Jl-iiU 

( j Jhn.J ) J\ Replace With j&j q** e j?. l^jic 

jjj Replace jj I — *a j J hn .. .V l ^L«j jL^U. jljj LiaJ ^jjj C 

Sialyl (> (>jVI e j?JI (j3 LoAiaJ j Replace All 




Access 2007 



Supply Date JjjjjII ^jj^j ±i,W\\ ^ jL C 
J j— UjLui UUftki ^1 (jjJall oaL Find and Replace Siali ^.cji-u c 

.Sialill JJ 
-: ^ jksJI £iU 

°) ?Ji J*J ^ J Jjjj ci^ 1 •i^l j» jJI Find What ^ i-i&j ~) 

?Ji J * fja <J^ij j! ^jji ^ill ^ jJI <-_u£j Replace with <> j -X 

(Yl) 

^Ji 111 ^ ^ lt^ ^ J 1 ^- Look In <>j -r 

( Supply Date ) 

J\ JaSa JLJ ^ (iaJI J ,*,^,\| J Matcn ^ -£ 

( Start of Field ) 

Ja=JI ^ diaJI JjSj J ( Down JjaJ UjI j Search <>j -o 
JljiU <jl Replace jj ^^k. hi , W\ <A&A\ ^kj -1 



'-CP-:*:,: 



=1 : 



=_=TfcJ 



Y Yi 



15 



*i£j 2008 26 6,a£K5.0CO.».; 



I0C0-; ^-y* 



£jJj lil j^>i jS J Replace ^ ^jil Sj- iai^JL C 



ZC05 .j-ji 2 fi 13.M0.0GG. 



V 2I0D 



Jill J jiJ cjl Replace All jj Joi^JI 




i 



B ST"i--"fL-.-- ['i I 



Sorting jj-dJI 

( Sorting ) j ^_L> ^ ^ <-J^ C 1 ^) ^ <^ J 

U^Ji t> oiA <> 

-:Uaj jjill <jte^ ^.jjj 

Cjl_iLu y j*. jj ^ it^a. ( Ascending ) ^JcL-aill jjill "l^L^JC^i C 

( Ato jj&I Jl >-Vl <> J\ W ^ <> ^ ^ 
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•Z) 

CjLiLjj ^ ^ ( Descending ) jjill - :^t ? j& c 

( Z to J~Ji\ J\ j&\ c^J'^A Jfrl J| j^VI a- "uk JLJ 

•A) 

^■^jjj Hotel Supplies 2 12ULj SjicU 4- jk^ ^1 ^-tiii^l 

Supplier Code <J_a^ jllkj j ^ J j^i _ 

-: jja Sort _>«V J y^* jll . Y 
J_aJj o— - (Sort descending)j! ( Sort Ascending ) <j jLI U . c 

Home s-yjiilt t> Sort&Filter <c j^JI 
( Sort Descending ) j ( Sort Ascending ) )_>aJI Icjj^ C 




4 = - 



"if: 



|I||II!Ip|!IIiillIB||iilplilllIIIl!IlIII!!I|| 



4* ^"-errcd 



i-L-r -i F.n#- 



j iSort Ascending fcjLl l^Jb ^L^J! jj ,y 




^ JjJ^I ijjij tljLlLuU ^LflU. Oili?. jrttuJ jVI Uil*J • * 

- S j u^La ^UJ ijjiili CjUUc Cj^U- JS J Jaj bii 

. JjjJI Jj£ J*^ aajUI t~=u!1 J jail 




jjS <-»A-i t $jiiU >t I4J ? IS ^1 Jjjiill ^UUc J lilj .0 

( c5>j^t ^ ) ( ^ ) fSj J jj-IU i>ji^ w 
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WO J ^ J j£U j'djLc 'Jkiajj vlj'uL^I s jft 




^ ( M^Ji ujif J ) ILL, <Jc jl£ L £± J\ ^U>jVj -V 
.JjiM til Clear All Sorts ji Sort&Filter <c j«,> J Jib 



- t 



Y Y A 



© 

Filtering 6ofijQ*M 

^ l^jla ^ SJjJc Cj! aL>M ( MS Access 2007 ) g-lij* 

J_^b J ( Filter ) ^ijLI i> «j>»_ d^jH <^J 

Home mjjjjB l >S ort&Fil1:er '^J*^ 



.(Filter By Form ) • ^ 

.(Filter By Selection ) jLui^l m*-* • X 

.(Filter By Excluding Selection) jUiiVI . r 

.( Advanced Filter / Sort ) • £ 

.(Filter By Form ) gi^uM ^> 2ui*a3 

a_5jLV» <> -1^1 Home i^jiill i> Sort&Filter 4^_^l i> C 
\ r . a.!.- Filter By Form j-SM i>J Advanced 



C 

^ 
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iS j— ^1 * J3— cs— lj ( Data Sheet View ) CjULuII JUJ <aJLa C 

Jj-i— ^ J J— S^. J«-> jl A=kJ djj^ ajlSxJI AjAjISjJI ajjj^aW JJC ^ ^ ^ 
f— 2 (^—^1 £jLja_J <_£ ^Luj Aij GOOdS JSa. (jlc Jaix^U ^ J 




■I 

^^^S^^S^^^^^^^^^^^^^^^^^^^ ^S^ts ssss^^slh l s s i s = a!1 - B - = === 

— 

jLu^U ( o ) j J3 JL, ^.UJI jjjj^I cjULc J£ <aj*^ Slicj c 
3-" . ^ , fl j Supplier Code^jjJI J JLsu 4l w J 2L«jU1| ^ (o) .Jj 

(Toggle Filter) J Ajiuajll jjiss 4j jLI (^lc 



O 



HllllpIM^ 

- - - - = --- - = -_-__.-_- — _____ 



./ o~) JTT^I-lil ^ J*^ = 




llliliillliili 



" ==- _ _-=__"_ -r 

Toggle a. jijVI * J- J ^ 

f .U« Sort /Filter <> Filter 



i-='3:- =! ;= 



. * " -:4__-v}t- 

A pp, y Filter X->j4 > ci>^ * J- ^ ^ ^ 

S j— W_ ^ W %M ^> ^ ^ 

__1 j J ^ JSaJ (j_- cJilJ ^ • ^ 

^ j J (j cM u- 45 ^ b s-* 1 ^ 5 J -" 4 f 1 ^ N ) 

sj— i r ^ ^ ^ ^ 
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sj_ib j^^i ^ Supp | jer Code ^ ^ ^ ^ ^ _^ 
^L_;UI Jl^j jU Jj?kjJ ( LoQk for } j ^ ^ ^. ^ 




-Y 




— . - 1 . 



1-c J_£ J x^3a i4jLM\ iaal Apply Filter 



-r 



(n) ^ ( T ) ^ ^ 

^1 Sas^u <^ J^j ^13 o5 ( MS Access 2007 ) ^Uj, J Ji^ia 
c5>^J! (n) ^ JJJA ]| J ^ ^ (r) ^ ^ ^ ^ 



Y 1* Y 




Apply (jlc LSJ^ 1 *J-° -iai^allj 4JLLJ 4Ljjall (jjdijj Ajiu-ajll f.liljj ^ C 

.Filter 

d (j* ■> <lAs » AaL-aj flj^j ( t ) 

JSa. 2ja. ^' J^Li. ^ ^Sj ^JJ-<Jlj Ajl^jUJI JJJjoll CLlLlLc. jlg-la) ll&A) (jl 

±jy& 11a l^j ^1 iaia ^jaJll diLiLsc Jjj-all ^ Supplier Code 

CjI j__laijt ^ a 'j... LaS o^jj^ll AcLbJI Goods J**- ^ js . ^' <_DU». Cy 

Si alj JibJ j ja. _4a3I s^jfiit Supplier Code <Ji^ Jib P ) J _ ^ 



- _-_r _ f ----- 



( Look for ) jl 



?-_r-r=-c--L-i-. i 



<Jioi_Lall c>> ( ^» J^J ) jln-sU j»5 LOOk for t_JJ_jfi31 O" 1 

Goods Jia- c>> 
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a — l^UJI diULac <_J£ lij^J ^j$-k> <jl iApply Filter -V 

) J JJ^ 1 t> ( ) ^ JJ^ 




Sort /Filter Ac w u» Toggle Filter j'^-u *UJIj ^ c 



r ■' - 




.(Filter By Selection ) jUl>>^i ^auo. (^lc a.<hi<Vi -r 

Filter By i— SjSjI ^— b Vw->i *' ^ Data Sheet View CjULuII JUJ ^A-^ 
«S J^^Jt J ^ ^^-^ ^ % £- U J^ Selection 

<> Supplier Code J jj-ll Jj£ ^ J^^lj (*) ^j^t p*j ^ c 
j_ ^kla Filter By Selection ^jLVI ^ J»^l Sort /Filter <> C 



_ l r _ j. 




Equals4 - ^ 
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) (jiisil J| jjjJLj ojjjjJI CjIjLc. j^I ^objJI 




a 1 « 4_ 



Selection 



Sort /Filter ^ja^JI Toggle Filter jljuaL bjLni.1 
jiii^JI c£lx*«_J jl*Jalj f 15 ^3 ( MS Access 2007 Jjj-Ai jj ji 

.AAjLJI mil <Ljia ^jJtllj (^J^l 

Does Not Equals4 - T 




CiUjlbdl ^11 nuil 3 




■ 

Sort /Filter Ac _j*a-<JI <> Toggle Filter jl^i> A jfl^ t j-V ljjLni.1 

Less than Or Equals To 4~ V 

Selection t> aIimo^I a-»jIS1I j-Vl li* ^ * ciJ^J J t> 



r- ■ a -t 



i-n J-^- 



rrv 
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=>■ j « 4ji-ajll AjLoC pUIL j^j Ajiia-sll i'\N^ .Jl ^ jlfrla] Sole)/ j 

Sort /Filter ^^a^all t> Toggle Filter jU^Ij *UJ] j-V IjjUil 

c£ Um. J| ^^i-a. jl^LL ^15 as ( MS Access 2007 J 

.AiLLuJI 4jS> Ahjla CSJ^-' 

Greater Or Equals To 4~ i 

Selection j — « -dwioll ^ jLuaL £ cSj^ J i> j^t 

- - _ = ■* 






Between _0 

J «u ^-aljjJi ^.ji) ' * »^ aLoj La Between -uJS LS i*^ i> 

Supplier Jjj— all J j— £ ^ .c^l^J P UiL ^jSj j AjL^j 
^'011 J^i ^Ja jA US Between aA^\ jJ ^ .Li^blj Code 




Smallest & Largest Ua « J^j- > jj^ vJj 1 ^ <v->° 




C 



3 



^ £ ^Jj J J>a ll JjS j Smallest ^ ^ ^j^ 1 
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^lUll J£*ai ^ ^Jajx jA La£ Ok iai^al £ Largest £?jJi 
■ 






jl x_^a Sort/Filter ^> Toggle Filter jU»L a^.^W *Uj| jjy IjjLSil 

is^j cij^l *j* AjiiiJI cj^UuJI jl^LLi ^li J ( MS Access 2007 

.^ijLuolt <lL^aall 5ijjia 

. ( Advanced Filter / Sort ) 2ud2iHl 2uouaaJl-T 

^Jc ajL-oSII aLjLj ( Filter By Form ) J £ i ^1 t> i„ rt ^Jc . „-.H ^I,^ 
. La j£> Lil ^jLuJI j ( Filter By Selection ) j jUiVI 



. 

jUjUj ^SjLujJI (J^la]| l ya ^ jaiIj LojaC (J^lall Jj£l 4jjj^la]l e^A ^)fi*J J C 

^ jlall Jj-ailt ^ ^ j^L l^jjluiui Queries cjL^^ULuVI j^il <Ji.iall 

. <Ull ^Li jjl 

^jlc ULb 4j3j-oo1I el J2kLj ^» jL <j| ^ AjSU^aoll £-1 jil (j-o £_ji!l l^> Aj-a*' J C 

(J\ Advanced Filter/ Sort 4— 5jl;VI ^ Jaiu^l Sort /Filter 3x-j*^l <> C 




o jkj^ax ej^i-a lil J$-3aJ oialill ^jlci 4-a.iilall A\*vrt'\\\ eislj lil Jg-laia C 

( Field, Sort, Ji_^.V ^Ic! (> i_jjjjj1I ^Ic Ajaal U>jL^ a*jJ Ul 

£ 1 *x jjj Ajaal j ajjj! j oA^c! Sac Jl AiLjaVLi Criteria, Or ) 

Jj^JI 
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Advanced Filter / Sort^ — a^,^ Ml oiaU ^ Ji^VI t- j=JI diU j£La C 

— <_jjij^j ajuj$\ JIajj 
— a <Wa AjL^iJI ±\jJ\ J jLJI ^UJ <i j ( JLa. ) Field 

J 1 t^j^ jj3 *l j^j jl c5^c-L-a: jja fr | LI jllki 4Jj ( jja ) Sort -T 

1*1 — u JiaJI ^ AjL^oII j»5iua ^ill jUx-a]l 4Jj ( ) Criteria -V 

AiDlc Jjj jLva j! dulj jLva (jl (j^a-a ILLui IjjSi AjSc 

4 — J — =>.! jji jl AjL^jjJI <iLa*J jiJ jUu AjS ( jl ) Or - i 

Criteria ^ 

. 4i»iLi (j-alji. A-o^alall 4jix,aj]| jj jjj^<-- (jjlulaj JSjjj (jVlj 

<-I^i J <JUJI IHIjUj S^clS CjUUII Jj^l j;.'^ C 



tfciiu i j JA\ ^ jaJll JLijjj CjUL*j JSI I^j^j j Jjj^ll liA t$J ^13 ^1 

.Ax.ifljJ Ajiuajil SiaU jSlyl Advanced Filter/Sort Aj jLI ^ JaijJaJI . ^ 

j a jjj all J j_£ Supplier Code ( Aj s » ^ 1 ) Field (j* - ^ 

V (ji Not sorted jllij ( jjill AjjlfLa] ) Sort c> j 2lL-iia]l 4-cjUII 
jj_3 j_ jjj AjI ^1 ) ^»3j i_u£) ( 4js>^'\1 jLix-o ) Criteria 0-° JJ* 

• ) ^ J J J J^' ^* < -^" dL>la-uill 
^1 Goods jlia-j ( 4ji^al]l JLa. ) Field t> j»J gj^l ^ (JSlij . V 

Not ( <JS=J] jjill AjjlfLal ) Sort 0-° J All..u J 4-ojlSll ^ Sx-LjaJI 

( ^ j ?>l ) ( Ajij^ajll ) Criteria t> ^ jja V l$\ sorted 

Amount J— sa. ( Ajq^'ll JLa. ) Field Cy £ <J£"J . £ 

jL_1Lj (JLJU jjAll 4_plfLal) Sort J ^ Acljaill tj-oJ 

3 £ixjl ■ . ' '<j ( 3jV>^i 'II jLi*x ) Criteria £y £ jji V l$\ Not sorted 

Jjj all (^sGj ^1 dlljjjjjJI CjDLajui jj3 Jjjj Aj| (j! ( > \ ' • • ) 

j£l) l^illfa j I^LojS jj£j j jaJll) ■iJJJJ CjLLxj l$J3 ^13 ^1 j ( ^ ) ^5 j 

. ( ^ O • • • Jl QA 



ur 
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4 — Aac t.\ — j ^la Si jl ^Toggle Filter 5j jiai ^^Ic ^» ■ ^; . o 

.4iLJl Aaij^ajJI jjjIx^oj lajjjl (^SjI il^j ti^-" 




— (jiiill Jjjjj diULac. <Aiuiij j»la 

r . o . . ) ji^i ^ t^jL^ ?ja jj| ^i^, j ^ .v 

J i.1 J Ji_Ul ^^IC UljU^I-S S'Vj'lti I'l'Ki Sj'l'N. ^ . . . J| j^ Jj£| Ifl^l^ 

<Uii^ O . . . Jl j^ 



0C1U ^IslU gl* i'iiiI i jJa 
_ 

; J iJlaJI libLu SJclS ^fl Obtull Jii. jr^-: ^1 c 

(jjjj <ij 4 .^iU,H j l^aj l^jti^j (juill ^13 ^pll ^LyJlj 5^jlx^ Jl 

( V * . . . ) * < i II jjT-i.J t> jjSI Ciil£ j (£ )j (V) fli J (j^jil! 

A\k^'\\\ Sialil (JiiJ Advanced Filter/Sort ^jjiaJ Jai^Jall . ^ 
Sort t> j Jj^all J j£ Supplier Code Ja*. ( Aoi^ull Ja* ) Field Cy 
jU^ )Criteria <> ^ jja V gjl Not sorted jl^ ( JiaJl jjall ) 
(£) iJSSj ( jiVl AjL^uII ) Or t>j (V) ui&j ( ^L^ull 

.(£) j (r) p is j ^ e° ^ ^ ^a^i j> ^u) ^ 

Amount J— Sa. JZjLi ( Jsa. ) Field t> ^£11 j _>a*1I Jl JSiij . V 

jja V (jl Not sorted j^j (Jaall jjall Sort t>j A^UaJI ^ 

Or t>j ( > V • • • • ) a£1x}\ t . u^j ( 4jL-su1I jLi*-« ) Criteria t> ^ 

^1 (j j_^5j S ( > V . ♦ . ♦ ) 4&U1I > , n'M ( ja.Vl 4ji^l jU<-« ) 

(£) j (V) ^1 aj oj^jj all £-» (jijj ^1 CiIjjjjjII O^Uuo! jja Jjjj 

. ( V • • • ♦ J| (j* JjSI ) Ig-ilLi-a j I g' < ij3 j j^j j 

Notes J_I=w jl__ ( ^js.^'ll Jaa. ) Field t> ^ ^IjII Jj-wll <^lj <J&ij . £ 
^ jj* ^ <jl Not sorted jti^j (JLJ1 jjall Sort (>j tjU^l* 

jL—ut-a ) Or j oj ( oalU.) 4-aKll > , ( Aji-ajll jLi*-« ) Criteria t> 

jj-J .i-^JJ ^ i! J\ <_S J=J oj* ( oalU.) 4-aKll (_ul) ( ja-VI AjS . ^'I I 

l^Loja jjS j (£) j (V) ^13 J op j_^l ^ JSjj gjl! CjUjjIII O^L^ 

. IL-alU. ij\ c ^odll <C j3Ax l^Ji^aa. j ( V • • • • Jl (j* JjSI ) l^ilLi-a j 
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a — jLc f.\ j=>. e — j .is g-aLjjJI jl ia^a S Apply Filter Aj jLI iJ k. ^« ■ .o 



A uali l!j!)U^u j^Jai ^1 j iaS3 (£) IjjA 2jc Ij^la ^A.JI jl^A C 

. -Uia. V • • • . J| ^JLa JSI (V) .ijjJlj <j-aUJ Cllijjjill 

tll—ia. <ii?.V • « • « J ^ Aiius j ( £ ) ^Sj -ijjJLi (_>aU. Jaum i^jJ C 

Ja.V & A& dU'lj A\h^'\\\ tjAjJa Ji.ij ^ 4_n^ Y . . . . J^j 

£ — lfa j! J — aJj (j^all £ — LJ| jjSj jl jAj S.i.ia^all AjL^aall Jajjji 

^lba jjAiilt ^jic ^ Lajjj aid j aj^ 4jii^j jAiiSI ^1 \ Y . . « « J| 

( "S^?* V • • • • ) L . 



Tin 



a 1 a 4-0 jkx ^IjjlojV ALU (JjiaJI J-^ t> "^J J 

f hVl ...I grl.n J V J ALjla til tP* lSj^ eiA J) fJ^ 1 ^ 

. ' 1 <J£ iaSa ^.Ij <J^ ^]-? eiA l$ lP 3 j*^ ^ (Searching ) 

(Filtering ) A j q . ^M I aLajL fl.}iaJ 

J( Memo ) SjSia 4jI)Lu £ jj <^J«i Ij&aJ V <jt t^J-ii jl ^-^c- 

^ jo^ j^lj V *i £y». (OLE ) J ( Hyper Link ) JaLiJ 

.(JiiJI ^jj ^jlc lillj JLalaUj (JjI=JI 
? Lib jSj (JjjLJI eJj-i^ ^I'Timj (J^>ia f iVlnn 



Access 2007 ^>>.i ^ 

— |J 



YiA 




V 



. ( Queries ) ajjj^ Vt ISj^ ^ii- CjLsLu 

a j^ t li^lj cjULuII SJicli tiAj jLo ^ ( Queries ) CjL£Ui~,VI 

tplLVI yJc SJjia. a* ^tuiJ jjk j^l ( Queries ) cA^U^\ jf^j 

MS ) AiLy J> V) ^ L c^Ul^/l C 

Sx_tlS blnJ JI>JI U AjU^VL? ^ jjM ( Access 2007 

.*LiiVI aLUII 5jjp-J djljLnll 

(j—lc ULJij j^ill 11a ^JUaII ei* £ m'^^ <»jM j*-^ 

S-IaUL-o j—a tjLoij '"'j^; L>iALLa Jjjj V ^1 CLiLjk^ll Lil <».iaa-u 

J&t jt 5^ j& ( MS Access 2007 ) g^ji 



Access 2007 uaj^-t ^ ^ 

. <xjk« ^ J ^^J] ( MS Access 2007 ) ^Ujj 

^Ujj I^jjA] <cL^u31 ^Ujj ^U. JjJa. (jiiall 
. diL^iUl^Vt flikluAj Al j^jui <JSj lilli ^LjI 1v.<-.i» Uai 

Sj^lU. ajjjj <jLc J£ i_^L^ ^ij^ ,^ 0J J ji? j| ^ t ^ J c 
E tuL-V ojL^ o^j^ j^l J) <j>> JjM \^ J^U t> 

^■lliL_J L_$£iU. ,> tl&xj du^ ljUlil ^ J&1 j ( MS Access 2007 ) 

• 1 ^ "N. W t .i t ^ 

^ djljUl sjcis ^ dj^j jj^ UiS Lilifi l^oij ^ CjLX^VI C 
^jjj c^l JjiaJ J <d L ^ JjLJ! ^ <u^UJ| s iA t> jliL^j c 



Queries oUM«iui5(l 



-: oJ±^a 4-»jla-4 (j 2, ^»^l : ^ 

jjj f j Lj 6.1Ia-a A_a jU-« jC g-alj jJI J>» (JJJ^ j& ^ (AiJ C 

(3-jjli j_e ^jJal j (J£Aj l«J jrli^ ^1 CjL, jkJ i&li* t> j£-S 

( By Using Query Wizard ) cLSjCuM\ @1x* ^1 Jaiwub 

^ j— L MS Access 2007^-01 — j jAj 3 — «aUJ CjIauLuII j^jxj tilli j 

< ^_a pUl-VI ^ Lis) ^iii-J ^ J*^ tiill j l_^UJ gJU-JI fl-aii-L 

-: 2UjIjJI A2ujlait 

( Without Using Query Wizard) CjUsUj^VI flJiU jj^ 

^ Iaji^j V ^5 ^1 j a^UJ fjLkiauJ cjULIs AjJjI dlli j *Lijl 



Access 2007 ^j^i ^ 





^ujj cAjhi. ajuJ ^ Jlai aJz, pUi-uVI pUjj 

. JJ^?. ^UjJ J jll - ^ 

pUi^MJ \±J±A J jLJIj Jj!^=JI jUl^l -Y 

^ t'i ii i VI (JjT.UIJj Jii^ — i 

— ^-}J^ — pUl—iVI ^ 'cjL^ J£ ^ jji ^ 

-: Jj.^'iL 

<j J ( Create) c-jjjaUI jUiiJ & ^ pLU J^jll ^ 

— j 1 <J»-.I jj U jj^. pUU pLijj jj jUi^l ( other ) 

— lla.V till j J jlHj <-i^j 

fMal^^l axwLill J^ZdsJIj JjlJbJl jL£o*l-Y 

jj^. f.Lijj till jU-^ ^ ^ ^U-^ Jlajj c 

L_^j ^UL-VI o^j^l V-^-ll JjM l*£Lk <> ^ c 

SjI^JI JjLJI jliiij ^ pUi«,VI ojjSll AjjIkJl JjLJ jLiiJ 

.ojlla-all J (j-a 

U£ ^ aj^j £ Jfl pUL-V! JLu gjill Jjjill JjJaJ jjSj liikj C 

• jaill JjLJ Uiiajjj eJl jaII J jLJI 



f Malawi jajLux> JbJbbj -T 

J^S la^ t> fSUl-VI o^U^ ^ J J*- 25 ^ SjJoaJlj C 

.pUl-.VI 1^ Criteria ) 
... J_a=J J ( Sort ) j jjill -W^ c 

f^jla j»i cj^L^i jjill Ja jjill jt «-jj3 JiB ^> a^UJ 
£x ftO SjlaaJI A-U ^Lu> ^J) J^j o^U^I ^ j^) « 

.(Criteria ) jU-ll ^ ^ ^ j j^Ui-VI ^) ^lj^ 
djUUfc ^ ^V Wij f^-i-iVI £jI ^ t> jIj*-1I jf^j C 

_ S jlaill t> l*J9 t-J jfc jJ J jiaJI li-S J i«JS C 

^1 Sji.^MI AjL-u f J U J4 - f^-SU V-b 

.(Criteria ) jUlJI JM^. t> ^ f^J ^!&«i-iVI 
( Records) \l J.-a— i ( Criteria ) jIj*-II oj^o J^U. <>j C 

<_jj_cj- cj^oJI ^JLi *UaJ ^jjLi lilli flij 1*j9 vjc-J^ 1 

^ l^iiU. ijji ^1 CjIjjj^jII pUJ cf- ^ J^ 1 J'V 1 c 

Cljlx-Jjjpll ^U* Ajjl^ ^alj jjJI ? jLa ( A • • • • ) _J 

( A . . . . ) jc. l$ilL* (JSi ^jll djliijjpll *L»J -Sua. ^1 (j^^ 1 

( A. . . . ) \ cJ^jj ^1 CjIjjj^jII eL»J Ajl*jll ^ 

a.JjjUl jiLo (Criteria ) jIj*-H 3^6^^ <Aj : c 



' Access 2007 ^ 



. t—uolla jU«-ttj — Uaa! jULull <j*Loj J!>Li. ^ 

j» Malawi (Jj U>/»>^- 

?J L J UJ ^JL, l^L, lu^l j ^jUI *Lijyi dljkk liaLa ^ c 
f^-iti Save ^ jJ)!\ J^U. ^ ^ j j <5LijL liJ ^ ill jj^J! li^LiJ 

^— a ^ <^Lu Aij^ j fl jLu^v pLi-tfl Jji.^n ^ ^ ^ ^ c 

lili oUU! sjcis dy^L Ulii L^ij pui^/1 ^ J <W>U ^ c 
o_*aj o! K ,,,»-J ^ jjj^ joc (jJc ^ jiaj CiULu Socli *LijL) Cui 

.^LiJ JjUI ^Li-VI Jc. Liu Jijj liA a u jt Sn« l^, 

CjIjjjjj ) Hotel Supplies 2 dULu sjcli ^ ^LijVj 



Queries ciUbUiu^i 



(Create) i-yjiSlI <> (Other) 4c ja^J jLu^j ^ ^ 
Design View t'Uft'n f^Uia^t ^cujla : JjSM ^oj^IaJI 




(Other) Ac j-*»-aJI <> Query Design j-frl ^ L^Jaj C 

-ot ^jj Jj^JI jl^Ji) Show Table f-L ^ j*^ : t /j^» »^ « 

cd^jjj cjULu Hotel Supplies Data L*j Hilta l^a j^kj 

Add as! i >i^U jjj^^ J^j j <jj^ jjJ oliLu Suppliers Data j j^iB 
(joj cUt frUj! Ul Cj j^Ji ^ SialiL ^ Ia-s^j j) Closed j jj 



( \ ) ^Jj £LU Queryl ^ AjilaJ ^ SiflUil C 



Access 2007 



4> 



<r\j>\ <-_js ^ ( ^1 )J J VI fr> J| ^ ^ ^3 Siats 
J Show Table SlJlill ^ <iLJi ^^Ui-VI mj^I JjMI 
Jj_a^ *L^j ^IjjV jla <akL> ^ ' 0J Uc ( ^JLJ )^| *>j|j 

g-^ill Advanced Filter 5 — ajftJI siiUj a a s^aUJI ^ ) 

.( 4 w . o'il l ILL* ^>ilLj UliljUj 




fjjl Add .Li^l Hotel Supplies Data J j.i=J ^ Show Table S ialill <> C 
JjJ-aJI sUlill ^jj Queryl: Saalj ^a Jj^aJ ^Ijj] 

3 J^VI ja-ky ^ Add cs^ -Li-all ^ oaj^j iu Suppliers Data 

Query 1. () ) ^ULJ aaaU 




Y o A 



Queries ciUiUiwif I 



CjULu j (j^ait (^jlJjjii i^J^ ^ U^al j j-lyj C 

I t u J '~\\ ILL. sLasJ 1*1 ^l^j liULu SiftUL oi^jj^ 

Show si-ati (jlij <£Lj*-VI lW- ^j^ 1 u^J^ c'j^i c 

) j^UU Siab j*j jJ lW-^I ^ ^ ts^ Table 




Queryl. 



L 



Access 2007 



• ( Drag and Drop ^ijjia ) SiaU 
£ Table 6- ^ffl ^ ^i^Ja^ ^\ jjj j| ^]| Jjj^J J^] -Y 

| aLjL ) Field 

(Double Click £ >>>J! jiJI aLjL ) £Li-.YI 4aJ ji ^ 

jrljjVI jj-J. cW- 

.^IjjV 3JLLJI 
( Supply Serial ) JaaJi £l jj) 

J«_ Llo Jaa. jiij Hotel Supplies Data joiill CjIajjjS CjULu Jjo=l <> C 
ts— ^ l^j^I jjj jJacLka Jkj £ Supply Serial JjjjjII 

Sjali ^ JL-Vl * j?J Jo. <p~*j f jfcj *a jj-J - <^ Is] 

. Field Jaa. lie ..^UL-.VI 




Queries ciLa^UiuVi 



(Goods) -.yStt JSsJI 

.1 (J_i^ Hotel Supplies Data a ^ <> c 

. LjJ> i jfo j-yVi u-jUl j Jj AjIc jfcj ^ Goods icL^JI 
JS^ ^iS £L2»-VI SiaU JL-Vl *>J SjiU- *?Jjj] C 

.JjVl lM Jjwj Field 




( Supplier Name ) J*^ fctjJj 

jjjj^-JI oL_iU r ! jl^j Table J j*j J*- 

a *jU3I tj—a Supplier Name J <~»t J** es 1 ** Suppliers Data 

.Field JIj ^UJI j 



Access 2007 




iii-Jl$]| Ufia. jaiu Table Jtl j^kj ^| Field Ji^ <-JS ^> c 
.^lill JiaJI J jau j^JaJ Supplier Name 

= - ■— * 1= 5^== gr ,; , JCi'JT : '-' : " F -'° 55 ^=i~ ' 

( Amount ) -ijjljfl JiaJ jrljj) 
Jia. Jiaj Hotel Supplies Data jJ^JI CjIojjJ] cjULj Jj.^ J\ ^ii c 

• ^> I jfc j-yVl chjUI jjj <uk. jiii ^ Amount 4cL^J! ^Lc 
JS^ <-JS ^ ^U^VI Sialj t> cJL.Vt *>J! ^ s j-AL. <=Jji Ji^U c 

.£ j^JI diO JiaJI jt jajj Field 



^1 



n r 



^ ^ Queries ciU^Ui^^i 

^Lc Jxi— UUj ^JteL-Sl! jjalL? j^ 1 f J* 3 

ol^ji gjill Jbjiill ^LjLc cU— ^ l* jj* Sort <>* s Supply Serial 
j^_J ^ J± g^L^i jj Ascending jUib ^ ^ J J ^ 

^-i jl£ ^ ^J-^ 1 ^ «k ^ ^ <* :5U: ^ V1 



*j_£B J^A— JS^ Jc. Ulb f^Ul-VI jja ^ J -^^A) V 

j '515— jjj-M H t> Jji» U^J 

Save iol^JL f jfca l$J^ '"J^ Jl J* 33 c 

.cAA±A\ SjcIS Sialj ^1 .bia. 




.^UjJl ^1 j^VI ^Vl jA j Query 1 <> V-i? 




cjl_jln3l SJclS'siaU Jet Results 4c ><^l Jib ^ J Run 



Access 2007 




•jM t^j 6- jc Right To Left ^ 



Queries cjUiUiutft 



mil 



\ t 3*ai cjIjjj^ tiiULu sjcisi jSxil (i^t ^i-^ji 5 l^jj* 1 ' 

j ( acL^J H ) -5 ( t ^ uL " ) ^ ^ ^ C 

A j jZUi J^l ^^iu- L£ Criteria j*A*JI ^ 

. aJ&$\ AaL^aill (jJ^J JiJ^*^ 
Query Wizard. CiUMjlL^I gK** &oj>b : ~<Lu\X\ "<Sjxjj^\ 
(Other) Ac t> Query Wizard j*SM .Li^aj C 

nv 




Simple Query Wizard .km, ill cJu%*l^\ ^JUx XL J* 
Crosstab Query Wizard ^LliUL oLSUImNI jlU- aL^I, 

Find Duplicates Query Wizard 

Find Unmatched .^sUi. j^ill J jLJ jUjL, cjUiUi^l jlU- 

Query Wizard 




Queries ciUiUiuVi 



pLisj) JjVl 4ij>ll ^ cjU>UL^I J>1 IsJjj ^ jSj* l^j 
cjU)U1_^VI gH*-t ) Simple Query Wizard Jaij-al New Query Sials <> C 

OK JaijJal ( Jabaull 




Simple Query f-L aU.«J j iu-all gk" ^ c 

CjUI j-^Ij iIjI <> ^ "° f^Ul-iVI Wizard 

• Alia. eL£j] AjI^I 




.Jjl^aJ <> JjS^ aj^ij jUiJ -: JjVl SjkiJ 

.^>UiuiVI Cj!)U^i (_PajC <ljj]a ~: AjjljJI SjiaiJI 

U^ij f Luil a££ SjLiJI e jA ^JUJI sials ^ij 

( Tables / Queries ) JjVl f»u<M 

Ljjbli, Sj_cUl Sjj_^> jJ! ^L^L", ...yij JjI^J! ^j-c 4_jaj 

(jJ—iAl! CjIa-ijjj LjL_jL, ) UjULj SJtlS 4jj j^kj Aj ^ioaJI ^ 

^Jj puu) III, a&izl iu ^iii pui^vi ^ ^ us ( opj^j ^uu; 

*>JI lift 4j ^ ^ill ^Ulu^l jt Jj^JI jllkjj * jaJI 







Queries ciUiUiuiSi 




( Available Fields ) ^ttfl 
( Selected Fields ) iliS ^-49 

Jj^JL iL-ali l^u^j — J jiaJl u£ <> Available Fields SiaWLf ^IjB 

oL-jlu Hotel Supplies Data J jtiijj Sialill <> JjVl f-ill 4^ C 
J j Supply Serial Jjj_j>ll 4jLc J*aLu> ^JS^ jfcij 

GOOdS oJjj-all A£.L^aA\ 

^-511 JS^ JS l&I?] S j- JS ^ ( > ) £l j^H t> f 5 c 

.Selected Fields j&j S^sUNj dilljJI 




Supplier Name Jj^JI ^1 ^ jtiij £ ^jjjjj cAiLu Suppliers Data 

Supplier Phone No Jjj-aJI <jj^ j 



•Selected Fields j& j SaalilL diO 




Queries oU^Uiuiid 

^ Lijjall (jjjia ^ Available Fields ^ <^ JjsaJI J£ jUiaJ 
jL_S *l_^ l«3 Jiil ^1 J jSaJ eii^ <ili£-j ( » ) Jja^ ^1 jj] 
i-.-- « ■ Ujiki ^JjtaJ J£ J ( < ) c-iirJ Wfi ^1 J 

JlfcSU Next -k^l AjI^I ( « ) l^JiiJ ^1 J jiaJ l£ <-i^ ^Ic 

...I jjlj ^ ( In Summary ) Sj .,nV>« ^ ( In Details ) JjU^ailLi 

^ jl gj^l ^JC-jj Ijjt ttua^ Jj^aSolL (J^J ^Jjk J^£^-? f J*^ Ij ifir . * 

.ttO SjlaaJ J] Jt&£U Next — ' i JAlaJI ^ sliS-M Uu^au- 



.pl^j^l 2UAutI)l -:20JHJl SjlaisJl 

( Query ejabllj pULa,VI ^1 t-j^ ^ aj^I lio^UU <jt& ^ C 

( Y ^>UU ) <u « ,,,. u 3 j Title ) 

rvr 



Access 2007 



-:<jl ^cJL-all (ill (>aj*J c-L^jVI (Jj5 C 

( Sj^L. pUl-VI Lis ) JjVl jUiJ 
.Finish Jai^l ajI^iII ^ ^ JjV! jLiill jlkl C 

— - " - .... -^1 



: = ^ J jjjjW i . 33 pus' to t^»r 5 ^g. qjerfif Ssdff ^ OffV±ih^if 



.^cJU-all 4A)jlaJ 

.pUiuiVI li& j^i Lk^ljc-V Us 



4> 



YVi 



Queries LiUiUi^vi 




■I 

4: 



M m il iH ill i ll; 

lllljillllllllll 

iiilii§giigiglll 

liiiiiiMiiiiiii 

llllliilllllill 

^ 



=U>S44L2 



u — °J 
Sort 



jA JaaJI IJiA jV <^to j Supply Serial ( JjjjjII CjLjLc J^^Li* ) 
Home y ^ JaiuJailj .illi j :y.i=J ll<£UlJ ^ JjVl 

(jx a jjili* ( A to Z ) Ascending 



Queries oU^Uiu/Vi 





Simple km, : \\ pULo-VI gll-u <i>> J J jSB **-»^ C 

l _ij__ic. aJ I^jjAi Vj frlii^Ll Ajuj^j aJ^jj <ijjia Query Wizard 

*ljaJ Design View ^ULaVI 

. SjUiJI JjlJaJI j£ ( Relation Ship ) jt a&Is. 
.sUi-ll c^ULnll sjcIS Jjh* Jc Ju« ^ J\ J^jll jA uiUVl 

C£\-J Jj^o J) AiL^yij pi*u-VI <> Jj^ ^ ^ J f^L-VI SJJ^ 

J jiaJ jSUi Jj^«J . V 

rvv 
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: Design View ^UUVl JSuj 

Supplier Phone No ( J^l jjjjfc ^Sj ) jSa. li<£UiJ JjLa. 
J— iaJ! I Amount ( kcL^A) ( iJLo ) JL*. ^rlji i-ic-jj Lul c 





^a JLJI liA c t jjj ^ <ut ^ jUi jj, Doub | e aick j aijJa j| ^ c 

( Y fij pLU ) 



YVA 




J—iHil View <j Wr » W\ £ Save l _ s ^ ViV^lj dil iai^j ^ C 




aaist 

:e il >>" := = =: -r 

= --. .-.^ 2';~""T l-«t=.:»: -=.; 

. =? ~ r-i-z t>: t *-=;..:=>- ----1 

-- ; _,_ vVr-Vr"°E?z- ia;.a>: = - 

-. i--:=f".o-- 1: -i-;=;.a:c --.1 " 

. i.V.+Jj- :-:!=. 37_.30C.--r " 

lilliliilll 



■ ^.y-V I -j->.^y ^ llaS ^illj Amount 



Access 2007 



4> 



<JJ— L j — a <jjij (Jjiaj ^Ul-iVI Ji.b JSaJI ^Ijjj 4jLc ft ljaJ Ijl j^A) 

J Drag and Drop c£L_aV1 j >. <«>■■■ II aLj!^ W II* ULJjljj ^1 ^Ij^VI 
Delete Columns jJ jUiJ j Amount JsaJI Ii* .ipaj pUL-VI 



.^jjUJI ajlj] ^ Delete J Query Setup <c ^a>JI ^ j ^ac 




' * J- 55 ^Vl J <_1^JI ^JjinJ ^ f^Uk-VI ^ J jiaJI ^ J^J C 

4»i 'nya JJJ«J jIjaII (JlaJI JjJaj jA 1 '< ilf*. 

^s-Ji^ I I ^ ^u^jj j^VI oi jUll jjj Goods S-ij^JI 



Y A 



Queries ciU^UiuVl 




i, i. 

I- 

- ^ .= 



I a£ Jjj «ll jj aJj ^Jj Ja^k jjiAi j^ic £Lj Goods jj"^ AcLjaali 



■ 

s 



llillpii-BiiiilllllllllllllBlilllllll 
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^jUl jjj Right Click Jai^Jall ^ JLJ 

Hide Column jJ jLjli.1 j 
J) JlSSiVI ^ Ju^jj j <^U>Ui^! ^1 Ajj\iB Ll C 

J JJ — <^ ^ (Jsa- La <j£i]j <jlikj jJI jSaJ! tliaj jLjij jt Show 

.^j^a <La^lc. ^i*)^") (^gi^ 





.AjlaiJ Supplier Name ( .sjjaJI 



YAY 



Queries liUMaiuiVi 




jLolU JjVl ^Ljlall cW W -^J C 

jLnil j (j- jUI jjj Right Click Ihu^A ^ J1«jj j JjMU JjS^I jW^j 
( ^j-a ) £-^=»jj ^jliaJ ^ J*»^ ^ Unhide Column j*l 

. JjLJ jl^Jsl Slab • Jjaj 



Access 2007 j^i 




YAi 



c\ jaL V ^ (31c f%^\ 4^ Sic] <jLc fuj C 

-•^ 

Right U.n W fj (Navigation Pane) Jj^I 0* (^-"Vl 

. ^LajUll (j* Rename j*I j^-'j (j-jUl jjj Click 




Access 2007 j 



Aj3 



'Ac Lr _\c Ur , oi l j| jj| ^^Ula,VI «-ilsJI <lLc c 

Records ^j^l Delete ji jln^L J\ ^jjliJI 2^ j] ^ Delete 

• Home t-jjjfiJI <Ji.b 





Undo j^l ajjSjI Jm^I aLLJI U>j^J ^Lc ^jc ^1 jtf] ^71 j c 

( Y f^J f^**^ ) Ijl J$^JJ <^UJI U^JI Sjlai t> £*JjSll (4j ^ 



Queries c*U^Uiu<^i 



Jjl±?JI e^A ^ il-ilLj _ J j^a. qa J&\ qa UiJ& pl*iJ J* J 

^-^ti ^aui-vi 11a ^ — ai. JjS* ^ jSjij — Jj^i bA t> 

Jj-laJI qa f. ja> qC e jUc 

Jj^JI b* UiB £Ll-.VI ^ ^iil (J u'^l J J j^l <^ pliij 4^ 
ts _lc ln,t . ^i\U J jia. *liij J Hide Columns ja\ JmL\ £ Uaoj^j <jjji» 0^ — 

Home s-yjf^ i> Records 4e jas-J Jib t> More jjll 



r av 



Access 2007 

<lJ^ (jjjSj ^ ^jJI j al^Li^l o- ^UM £ jilt <1U o^lj 

ji <sV Jj^ £Ul«.VI lift u^ 1 ^ J ^ Jj^ ^> JS! 



YAA 



Em' 1 





( jUa i hu . rrttt 



— v Queries ciUMjO«5(i 
© " — 



<Aa j AjjS Uu-jS Queries CjU^VI ^Ul J ^ 

JjuaiSI 11a £ jjJo jAj ( Query' Criteria ) 
i JtA 2*.- 4__iLc V] ja I- 4jL fSUi-iU ^jj^ ^ 

2. ...l-.^l JjLJ jUaJ t> <uijll ajL^ill AjUc j U=i 

.f lift t> J 1 *" 11 <->J**J J 1 ^ 1 ^'j- 2 

jb*J <-SJJ*J Aj3 JjUIj liua. (JjLuaH J^aiil ^-«^> <i~=^ J^SJ 

4jSaSfl fo.n'iB. J*c l^tlk j> ^ ^ ^ jM jA ( Criteria ) -II J jIh»-» 



Access 2007^3*1 

© 

( MS Access 2007 ) g*k jj J> J^Lk ^> ^ j ^ jy ja. eij^J 

li-A *bV CjU^VI JjL,j ^> ^oj.u.j Sj-iU* <Vj jiLo 

cjc f^L-V! (_^U l^jjS l a . ^fi f^uuj ac jjloj Sjjjc CjL^aI 

. jjSI j! lI? ■ 

jruLxll dUuju*aJ 

.^Ijlt JLJ j^UJI Jj?lJ ^ jU^ji i^j 

Cjlin^lj ^U^ll Cjlia^u ^3 ^Un.^M ei^j 

JicS ^1 

• J^ 1 J^"J jL}" jLuui Jl fJLu jA j 

Y^Y 



^•v Queries ciU!>Uiui5(! 
© : — 

.aIjIj aL\jl* <_U*j oJj^j ^jj Ijjs jU*JIj : 5JjUm - ^ 
j J!)U. t> sJj^j ^ij jW^'j : ~~ ^ 

j J «^ ^ jy^' A>?-J ij^ ^ ' i/'"-" (4iJ )) 

. JJjU-a e^C j .iaJj jLw-<i (jU^S f-ii) jAj 

jjjUa Sj& : LuIj 

( .iajjll JtaJI ^ J±»UJI ^ ^jk. AjS jU*JI ( iji.^i fJJj ) 

jUxx j .ku-J jUjui f-iiJ jAj 

( iaJ jll lM jUxx <> ^JJ -ot ^1 ) 
tj Js/I ^ J;.„ftW , JtffciJ l^LJl ttTCill Cjliii^l eAA JjlSii ^ij-j 



Expression Builder jj^I <> s j&U j! ^-objJI - ^v..- l^JU-ib 

j\ jLauJI : JjVi £ jSS 

View 4jjiLI 



Queries oUiUiuVi 



SAia-. 2ul£ ^ Ji-JJ AC-ljaill jxJ (J^ dillj jL?*- J**J U^J C 

.j^iali ^jaill -^JJJ tlilA-at tlF- 
f L_J .iUij Goods SJjj-» ^l^ll H ^ ( ) ^ ^ C 

Enter Jai^l £ Criteria ajU. 

iiiiiii 

■■■■■■■■■■■■■■■■■1 

; •" t : 



1 

I 



-^r-i-Ji 



I 



t ft** :-=■-< 

at™ i 



id". 

f Cft™= 



^is jAj j^ji c^i jU-ji uuu ( > < ^5Uu-i ) ^ 

JJUS ^1 j eS^all f jaJll JJjji tllLjLaC C^la-u, ( f jaJ ) 




IBIIMIBIIBBIilEll 

llliMMIlB 



ei^j f J o, ^ Aai^ JfctfL -iilij ( f jaJ ) i5M J 1 ^ 1 *^ C 

save V>- ■ M ^ _>1 <> Delete V.; , ^1 1 j <>.ipai 11a 



Access 2007^^1 



jjiall 

<*-Jj 4jti£ ^ JLuj AC-LjaJI ^ Jj^ ^ J L JXJJ Jy^ 

4_jU j»U t*l]j j Amount <cL^J ^JL« Js^ ^ ( 1 A . . ) ^Jj ^ 

pUkuVI ijiuj Run !-»»,. Criteria jLi*-all 
cjbM <Ji.i* jjjjj (j^ai] Sj J>a ]l acL^JI ^Jl^ ^ ia. . fijlla 
*tL«J ^ cAjU. m j J^Uj <ajxJ jLi*J! J^c 





^L_*Lc ( 1 a . . ) jA j CiW jLj*JI Jc, 

4__iLc ^__a Ji*2 ^jUIj ia . . 1^9 ^L^JI ^L. l£ 



Queries ^lU^Uiuii 




AJoluu AJjUlaj jL*-»JI \ 

J\ JjUI jLx^I ^ c^uS gjill j^lSJ o-fc </j <jjUI J 1 ^ 1 ^lilLi ^ C 
2JjI*JI ^ Criteria jUlJ Amount AtUaJ £L« ^ 

j_ianJ Run 2_j jJi (j _1c V.; , hi ^ o . . . . <>. jjSJ ( > ° • • • • ) 

dial j ^ jjjjSH CjU-c. pl''»"'J J jl J ^W 11 cJ±^ J ^ c 

... 




Access 2007 



ojjjj dLLc cj!)U^ j^Jii j ( > o ) ^ V.J..M <bl*-u jUlJ! ^ 




4cLi_J ^L- Ji* Jjaj JjJ* t^a. J\ JSiil j JjUI jL*-J *U1L ^ C 

SjUc lJLJI I iAj ) ^ pLU ^ Jia. JU.jJ ^ IjuI j Amount 

( %A = j^iB 

^ tat Amount J ILL.: olilia. ^1 JjiaJ JiaJI Sili. 

. ( t_u! jjJaJl ) Taxes <j£jJ j JiaJI fuj 

( d Si- ^ .Li^JL dli j U^nTj diau jllLaj ( :) a^Ic ^ -Y 

Shift + 

• ( • > • A ) <y> j s±si-r 

.(Shift +8) 

• [ Amount ] 41>Ij£ i Amount j <_uljjJaJI 



— v Queries oU iUiuitf i 
© ~ 

Taxes :0.08*[Amount] <^ UJ^ C 

jj^JI tdla^ jl^JiV *bl*J Cj^ Show J iLli-il ^ ^ Jo^Jal C 

^^UloiVI ^ ( Taxes ) 

-:4-»U CiUaa^U 

Field fcli ^ UUiS Lijj jU-Jl aJjVS-M fclaJ ^ l£bl»- ^ ^ 

Amount AclJaJ j^j <^ 

Ju*j Sjj^ ULu& Uijj ( %8) ^Ls^ 1 ^ l c J_r 

.l^xx J-UoJI ^xUjJI ^jkL-o J± (0.08) ttU _ 



J <. (j^liJIj c_ul j*^M £L* (j ^ ( Taxes ) a! Ajj^I 

jjjiill LjLiLfr JS1 jjjjj aj1*c 



r.o. .) ^ ^ j^, ^ j ^ c 

I j-^Aj £kJ| t> %A ^ja Jl^j (jjJIj (Y £ £ . ) V»J JjILJ ^Ij^I 

jjjjlUI IjjIIa jLuu» :<^JIjI1 £ ^ifl 

MS ) j-Ujj ^ Jal. g-ljji VI jA L (Expression Builder ) ^iio 

.( Access 2007 

Queries' Criteria CjU^LI^VI jjjI*^ ^1 jLulx jjIo a3\± ^ ^.v.. j 
SjUL_^VI MS Access 2007 ^.Wi,™ ^ ^.V^ J US 

- j-x*^ _ -ua rJ Sj Ji. J^u <> ja^li o-j^-j 

UjL^ a U U:l ^ jll Taxes t_ul j^Jt Ji* J j»j ^ Jia. J| Jfo| c 




Queries oUiUiuiVi 



J S ^ylc AjJajjk* iJj^Jl ujjI jjJa (jC 6jUc (JisJI I^Aj ) 6.Ul=kJJ 

(M Taxes jl LjUla-ali UJjt jUa 

^SU^-VI ^ jJ ( ) Build fcybi J* Li^l c 



. Design View 




Access 2007 



jl <j aBLII ^ill jl£J| j| ( Expression ) -J ^a>t J Jo-Ij j 

U— ^ gr- ^ j Jji-ioll j SjbVI J ( Operators Buttons ) J Jujjj 

£ — «^ J <Ai-_sJI j i_l jjJa-JI £cjjILo J Jlojj j i SA1-> oil ^cjjUaII ajlA Jaj 3JaJ jj 

It • I * * * 

^ J j' (> J*-" 3 ' jl (> J»* 4jUai<JI ^cjjUaII t*Bj£j £ jJaMj 




-:<Mii]| ^A]| 

(" — — *J Jll J AJjluaJI Jl j^ll ^a. jj Lijjt j lilJj J| Lj £ jUjj jJjlij jl 

. - • ^1 1 1 " A ' ~ 

( MS Access 2007 J^l—jjj <j.i] <jji-*ll 4x>lucJ Jlj^ll J JUSj 



Queries ciUiUiutfi 



CiLkuijlailj ^jljill CjLjUc Jl» <jl^>U. AjjLu^. CjLiUc. elii] l$ia jlilaU Jllj 

s.^Ufl sjjjall s.j.Utt ci! i CiULull ^cl jS CjULc tdJj^ j tiljiJt oLLataj <ju*>UJ 




Access 2007 



Expression Jl W^lj-iJ ^ jSill aLLJ! <ul,,iaJI CjUI«JI ±J\ t.\j*.y 

• Rate 2Jb 




5JjU^ <_Ui J (jVl t^jj 5— *iJI jj^all siaU ^Lil li^ J 



jbk-JI 



(0.02) c_u£j ^ (:) ^ cjLjkJI <jj>^ (M Taxes) ■ ."<■ C 
. sialill J JM ^1 jAj cjUI«Jl ^lio ^ (*) ^ <^ ^ c 
Jjj_ a. I — fria jlikj l^ik , -nl ljj Tables jllLj slaLJL) lLJUS! ^1 ^ c 
<*— J jil ^1 J Cjj^i Jji=JI liiA JjL*. ^ii iHotel Supplies Data 

.oialill (j* 

^i_JI ja JLsJI IjiA ^| djji. tojjjJI Ac l.^i ill ^La Amount J** C 
M Taxes: 0.02* [Hotel Supplies Data]! [Amount] 



Queries uU'sUi.Vi 




^ J AjjsU-J CLiaj ShOW —J <LtLJI ^tJua JaijJal C 

pUl-iVI ^sij-a ^ (M Taxes ) Jj^aJI 
^UL^I ^ffil Run iai^l C 



^— ^ ^^^ ^ 



1 



,1 



AilLoJI AjJJjll djULaC (JfU 



Access 2007 




fSj jl£ (<j± r . O . . ) ^1 j fjaJJ JjVl Ojj^l ^Lo J ^ C 

O— - %Y 5 «J J1*j ^ ill j (<ua.1 ^ • ) jA JjLLJi A Ajjj^ 

.l^ut^ j ojjj^I i^LLc. ^JUx J£ Jj <WilLi I^aj £U| 

— ual j £_LJ Jjiaj JjijJ LjLila-all <Jjjj^ia jl Oaj i— '*'■>■ O « « « « 

cs— ^yj^ 3 — it (,s— a JU1I <41i£ j Amount J** ^ M Taxes 

Y £ £ . ) ^> V^J (<u=.£ • • . ) Cu^uJ Cjj^ (%A ) J 




Queries ciUiUiuiSi 



<jJ*JJ-o jJjJ j3 (jjJ [ ^JJ^JI <t"^ ] <W jijaiui illJA JAIjIj 

■ ^ ^ Criteria jL*-<JI 4jU- <iili j JjjaJI f-J Supplier Name JSa. 

.^Ul-iVI ijajj Run 




jrij^j ^iilai—all i_iliaj] jjjJI ^.1 Jlaj 4j^»UJI ( Criteria ) — II J 

OK -k»..>il <^jA jaJI .i-J JjJ-JI f—l 4-"^ C 



JjjJL_j ^-aUJI C^Lauo. JS Ifcij ^!>Uj-iVI <iUU ^j-i C 



.JbS3 J^JI 



r * v 



Access 2007 J 




lSj-^J Ija Run JaijJatj Design View ija.^'i JSljl c 

.fil*u-YI Uui JUij^U View *j jsi .Lwal J ^X^VI ijiSl 

Enter aLU JjaJ siaU jj^li jA L JS J Jj dj^j jjj q 

jU*Jt ^j^j J jjji ^ j]| ^ jjJi i_ii£j] Parameter Value 

OK Vit . Jj I j>j i ^ C 



jj_^1L ^UJ jjjjill Cj^L^ l^aj ^^Ul-VI A ^ i* <d-U j C ^'- C 




r . a 



Queries oUiUiu/Sl 



J\ £kjujyi f i,M.nMI (jjJ j ( Query Running Time ) J ^UiuiVI 

. ( Design View ) — II 

(> (Goods) i-ii^all jjii ^ j A^iij ^Jj ( Y ^Ul-il ) (jJj JSjjl C 

jjjjill ajLuu a\^jUJI A^li (jl] jlfll 
jLu<-<JI AjU. Goods oJj^all AtLJaJ ^1 J^- ^ j Design View aJ 
N Run A_j jLl cs _J& .kv. ..^1 j.— j ( A$£li ) a-JS Ajt&j ^ Criteria 



< = j 



: -="--e-c 
t|E=_r 

I>=ttr =. 



Access 2007 



fL_i jjjjj oAA^ JUS ^Ij jjsill jjjjj 




^jLJ jll U jLj*^, tiljjl j Y ^Jj ^oaj^oj JSjjl C 

GOOdS o^JjaII Sr-I , ^,1 Jij^ Jj^J* ( ) 

^ Criteria 5jU. ? U jjjJ Supplier Name Jk^jC 

.^LiuoVI Run -GjSjI 




pJl Jia. J GOOdS 'eljjJl Ar-LjaJt JSa. LoA j (jj ^ * UJ&aJ ( ^J^- 

Supplier Name ^ jj^ll 
^Ji JjVl jL_ Ull? c3^11 ^£U1I jjj^i CjUL^ c^U~> j C 



. i_iaj-a jU*-oj ^-J ■ J^l«-« (jl^j^a J] 

^ JaJ j» jLixJI £ ji ^3^1 ^lu^j ^ Jax^ll jU-ll AjL£u C 

i jlJj JLJ Jlajj f»jSj tlua. t JJJ^il ^IjJI <_Lrb-adll 

j i^SL* ddlSlI . in.^B ^jiM oc cixj^JU tola C 

4 j_& j GOOdS A£<i Vi jl l I J— 4a- C 

J_Ja. tij- T pUU <4l* OjSj V ^ ( A«£la ) 



Access 2007 



^5— lc Jai^al! £ ( ) <J£ jjaaJL) fcdlj j t Supplier Name JjjJI ^1 

.^jjUaSI <^jJ ^ Delete J jj 

Jj — aa^s J — Jj^JI Clao (_J jA jaj JjjJt fjj ■ Or t> 

JjjJl ^1 Ji^. ^| j JijJ (jljLuo,, L>jj dlL (^li. 

^fl ILL. ji ^ ( ^ jA jaJI A^l ) <JS ^Aj JjVI jlaxJli 

Criteria JjjaII 

f— J (J— ia. c< 5— S 4aJ jjL LaS ( J JLa^ ) <J£ jAj ^1^1 jLuJI j 

.Enter . q'i Or (j* LbJ JjjJI 




<jl pL5__u.V! 4 ^ .n ^lai j ^SUi-fll Run Jk. Ui . VilL ^jSj C 
(jjjjjJL <^,UJ| ajj^l tuLLc ii^L— J£ jL% ^15 g-lijJI 




^jj^ ^ Queries dU^aOu/Vi 

) ijjAi djLLc d£U^ j^d jJI J ^ c 

^LJill J J- *W j fcj ( J ^aa-a ifta-a ) *JjA> 4j-aUJI Jjjiill tllL?l«C. 

^5W^ ^ ifcdai 

< ^ <d UjSi j Expression Builder jW" 1> 

I gjV- J ^ujj ^ jjll ^cjjtj J NOW <Jb ^ AJU si*J C 

. jiuuW <> Date/Time tUajllj jyjtill (J'j- 2 

Supply Date JS^. >j ^SUi-iVI ^ ^ .ipa. JSa. 

Hotel Supplies Data j^jill ^tajjJ <^ta Jj^=u 

Amount J 

-N--. ...yi ^ 4^1 ji ^ ^ o» jUI j jj <^ Double Click ^ C 
Supplier Phone No Jjj^ jjV^ i* 5 J ^ J* 3 ' 



Access 2007 



^_ lc L-^UjL L-Ua CjIj jt'II V, ^\ Save ^ lc — •» C 



( Y ? 3LaJ ) 




j— a JjjjoII ^jjIj l&=>- jW-^V Show S^k. (jJc hi ■ hi C 

OaJ View 5jjLI ^Jc .kLiu £ i^Li^/l Aai»-a Y ^^UU JjSa. 

<^L_ ^ J»ilL) jjjjjII ^cjjIj Supply Date <3jLJ Ulia. ^1 jjj ^ <d 



Queries ciU iUiwtf I 

© — - — 

j U Build AjjaJ -ki^ Supply Date 

. ljJ^ ^ill jlU ^ f jJI £Jjti NOW ill J (> 

JiaJ jl jurfll £^ sialj <> J jVl ja^ u^> C 

( :) k£kc £ Today C&J ^ ^ b J J ) <^ 
Jja_JI 5 ^li ^1 si-abJI o— r^ 1 <> Built In Function c 

.Date/Time cjSjIIj ^jUI J y J 1 ^ J^ 1 

c^i jll j ^J_ill Jl l£ saui <> ja^Vl J o- 1 ^ 1 ^ y Jfr^ c 

.Now fjJl ^1I J W 1 * 
q\_S* ^ Now Alb £-1 ji fSJ ijflbJlj ^jlill f-iS (> Paste ^ Joi^i c 
.<ja ^ill JiaJI pJ ^ *u cillij i jjj*j1I 



HP 
J 



l^J j^.^^ l JLJ J Lj3l*j aIWI £>1 OK -ki^ C 




»lij*_-J pj£ <!b Ja^ £ AJt a^j Run C 

JS ^ ^ pjti J j Y ^ puiJ Jj^ ^ Today 




J\ Format <> j ( JLaJl q^jL^ ) Field Properties Slab U3 j^j t-s>«> C 

Long Date 




cjI jjij Save ^ iJuJaj JlaJ q^L^L siaU Close ^ C 
j3j ^ jj ^jjtj J ^il pUi-VI ^i-a ^1 J&uj JaSjLmJI t 3 = u*lill 




(Deference) (jj-iJ! wl j ^Ul^ JS*. AaLiL cdlj C 

Today 

Build <jjil! ^ Jai^alU JJJlujII J^^ilo ^iuj C 

^ Toda y J** j 1 ^ ^ * puu ji^ jj^ui j^-ii. (>j c 

<bUJ jjV Paste Jai^aj ^ 

( - ) (jaSth A^lc (jlc JaijJaj C 

■UsUxll ^ <=J jjV Paste ^ jjjj^I ^jjl: Supply Date C 

fj^ 1 -£j Jj = (jjall Deference: [Today]-[Supply Date] *bU*ll <jj£S C 

•OK 3i» > >>') j JjjjjII jcjjIj — 



n a 



©- 



Queries ciUilxLutfi 





7*} ii^nsf 

jEI s -r — = 
t -rr--;. 



JiaJI gna (^Jaj ShOW <> J j^-aill ^i^> ^ fJ C 

.iiHl] Run Vit , hi Ajl^jll ^ j Deference <-_i ^-^1 



mil 



<jaj Deference^ X ^ j ^^UL-I ^ ^] ^ ^ Ail ^ C 

1^ j f jJ jjjti j jjjJS <jLc £jJj ^IjVIj j^i 



Access 2007 ^ 
— " © 



J-ta«Hj ( MS Access 2007 ) g-U jj Lij^ c> ^> ^ J) U^ 1 iJ— 3 

.CLiljLnJi S.ic.15 diljj^ <> Lb jLutL Forms £ iLa ^ 

.*LSj USj aL^j ^jj-iH fo-^ ^ ^Saill ^lliSj -OjJj jl 
J] CjLo jl—II JLki L s> t> V j £^ ^ ^ ^ ^ 

.^jL Jus dAiUJ sjcIS djL jkJ JLU j>j 

(( Data Sheet View J J cjLLuJI JLki iai- fl^L-L> J^V 1 )) 

SI ji cjULuJI JUJ iai^ (jjjL o& s jiLv* CjL»j1~JI JUJ l«a 

( Data Sheet View ) 

Design View A^L-a l$]ja». 
^.J c^L— jk-a JLU JSL-j t> uj^ V * aLjUI o^ 1 

^ ^LJjj ajs cjLLuJI JLkij 1^ ^ Jj^ l£ ^ ciijll ^Lbj .r 
. Jjla^ ojjj cjLLj oLLuJI Jia* (jJ ^ u ^ u 



Access 2007 

— |i| 

(( Forms J J £ iLill fl.iiiu.lj JUjVI )) 
.<ua Sjik. ^LjkJI JUjV ( Form ) j! JUJ ^ J^ijjs^jC 
liA LnJjj ja j cjULlJI JUjV J^VI aijjU o&j c 

4— sjjJa SHJ-^ J— * ,j-ikLau 4kh,g]| jLull »l ^'■■■■ > ljjjL (^cj c 

— • JjUj L^c J^i J£LU ^ L^i ^U-.-.-. j 

. JjAaJI ^3 <ulc. J-a*j (_giJ| 

) j-Ujj ^Oi^ l^la=u ^ ^o^JI S jiLJ ^| ^ £ jL^ll 

.^UU! sjcIS Jjt^ yjj J^, JUi ( MS Access 2007 
SjcIS ^L^tf ( MS Access 2007 ) ^-U jj JjL,j ^ US 

djL^jkJI JUjV s^iU-j il^j ^ Forms £ iUS j^j^L. 

U lUJJ ? jSL Jja <jV ^1 j (Application) _J J 
^ L^ii ^ wk^J! -gUjj U&j • jUL*VI jUj jjiB li» ^ ii^j 
Ji-U jJ^LJI CjULu ^jjSj ojj o, ?j L ^ ill j a£ Ud^ Jj djIjUi^VI 



©Forms £jUo)i 
„ — 

» j^L* *hJ^ L>jj£ <aL^L Forms £^uli Cy^ 

_ ILL- IjjSi LS _ djLLull Sj&IS CjL jLmII 

• tllLLull (JJjia 

jUill pLiul ^ U -T 

j^aj "Form" sbVl j»li^L £ *Li3l 

^.ii* i ^aj "Split Form" SbSfl fl-iii-L *Lij] 

"Multiple Items" SbVl ^1^1-iL '^^Ji il^U-J o- 3 J*d 

-:Aju! jll AlijiaJ! C 

"Form Wizard" ^oLull jJl** fl-iki-L *Lij] 
£ jli j ^ "Blank form" SbSfl fl-i^-L £^ <^Lvij] 
"Form Design " obVI fl-iaa-L *Lii] 



^^^^^ 



Access 2007 



(9 



"Form" 6^ H\ ^USouuk £^ ^WiJ oJb^Jp \ 



jjjj jl (Hotel Supplies2) 



Jl c 



•W* -^-^ *L2uV Desktop Jl j 

j Sj^^JI cjljUJI ^l^kiujlj j^ill t Lij| ojji ^ill Jj-iaJI .ij w.. ^ c 

Suppliers Data J ^ j Navigation Pane aa. jUI ^ 
Form jjll 3-i; , ^ l Forms Ac >a^l j .Create MOf^ O 




Forms jjUili 



Dsta 



1. . . .- ' - 




* i .- E- 



Quick Access t> Save J*- ^ ; ■ * ' c 

j^lc J ^ ij-iSI j^j l^-j J Save as y; J Jfr^ c 

Navigation ^ ji» J H ok Jak^j r^ 1 

Pane 




I ^— :I r^i^t6l.er^ Data 



K- 




if 



Access 2007^j^.i 





E jj^l ^k! j^^Jl j^g" j view j ) k^L, A 

^jj-uJI JLJ Navigation bar ^ Sj ja. $JI Jailll JjJ 






ajSupplies Data Hotel s^Ufl ^ ^ j^g ^ , j, 

V Y A 




jkll * jaJI . jJJJ j?. (J! j» jsj One To Many l^ijj a£>UI 

^ s^oloui AjULu ^.Iwll f. jaJI j One * jaJ cJ^-oj ^1 Jj-iaJI t> fll <Um« AjbLil 

Many * j^JI J^! lS^I Jj-^l 




Access 2007 



"Split Form" o\$i\ f\jS^\^ 

P 

Microsoft Office Access 2007 ^ sOj^aJ! CjI j^A\ qa ^kiA ^ j j^ill jjlo 

jj-ail!" (jia JC AAjjla dl3j]| ^^ajj (JjULull (>=ij*l ij^J^ 3 ^ J 

4 — j sj^j^JI diULnlt ~l i^'.„h ^ j ^aj]| pLijj ^jjj jj^ll JjiiJt ^ >■«.'< c 

Suppliers Data Jj^?JI j Navigation Pane <^ jlll i> 
Split Form jjll (^Jc Jai^Jal Forms $a^a\\ qa j .Create s-yjf^ C 





L_^ilol> fu L£ ji^x (j-aL (jr j j-u5l j JjM) (J^J^ c^J^ 

JiaJ oj^j J] £ i j*iM t> a=Jj * >. ^ JLJ g^jy -fM 1 csJe li- 

.^ijAi5l (jjj^j ^jUI j^VI 



^ . HAiAAVA. oj^I fL> >^ * "^J*^ V? 

a_J <C Ual J (_)■% mill 

jj <' S S-IU^ a Jjx jiLo ai* j ojJJ^J J J?-^ O^J^ ^J*^ «■ J?" 

,XLLA\ till jl^jL-aVl ^ o-ij^-J^ 



Access 2007^a^i 



"Multiple Items " 

Jj^aJI (jSJj Navigation Pane 4^.^111 (>> 

Suppliers Data 

Multiple jj-J ^ Jai^l Forms as- ^.^1 ^ j .Create s-yjf^ Jii-I C 

^UJI JiJill ^jjajx jA La£items 




U-vN'i.,, 



yty 



• Forms^jUJl 

.^ji.Vl ^sall jj^alic-j jtjjlj <L-ajuij j>^ilV. AiUia] (jLa .cliliLuSI 

<1Ljij J^ajk £ j £xej J J^-J-all ClOSe (x) ^Ufi-a (jx £ j_a-&i3l (jlij ^5 

^llll (JLill ^3 £jJa jA L5. . V £^ jajII -liaa. Jjjj Ja liljfij 



t=-l=-="i ''dl-ir r^S*ii 

j-U t^s— - ' — Eve- - =£ =.0 



r 




"Form Wizard" £\&s> ^USouuV £^ cxcs^P 1 

More jj— St (j — Sc. U* >>il Forms <c j«^> <jx j .Create s-yjfiSI J^l C 
^till JLill ^ jx jA LoS Form Wizard £ Forms 



rrr 



Access 2007 




j jaJI JjL^J (J^ajC. <L^ia — S _jlxkJI 

L£ ^LJ| 4. <u . i ia ^ j Form wizard £ iLajll ^l*- cjLiLi ^ <uiLi J J 



Forms £ iUjJl 





=. i - r= - 



j i 



(» ) j J ^ JaiuJaj e.iaJ j J-ljall ^^ji^ ^lAta <-l>^ 

.fulfill SjLaJ Jl££U Next jj Jft iai^ £ 1^1 jj] 



Access 2007 u^*».i 



ILl 



JjLaJI jc l^j jil 4jLjL jLjlkt e j l-i II a1& J ^jjj C 

J>_LJ <ji jc Jl£Jil ^ spA j ^ Jib J^jiS S jkjJI J 

(^1 (j— lc JaLJaJljj ^ jj^ul! J J jiLJ (j^J*^ Jl^l <*J J ^ j 

Sialilt jL^i J jja. Sample -Jl J j^Ji <d ^su ^^jx 
jW^I ^ — * j —Columnar S-iacVl J js^J o^J^ ^ijjia jtiiuJj C 
ttllill s jLeJI JliiSU Next j j Jc U.ni jJi _ sialill J JjVl 

-:4S»SS SjkaJI 






t> Jj.J*1I j £ ij^jll ^ jc Style jt (J^ ft jkaJI J c 

^ij-ull o^j-j Jli jjjJic j ^ j ^ iUill j^bjc Jl£J;l 
Sample —II J j^, <d ijj- ^ Jc Ui.uH ;j a^LJ] 



rrn 



Forms ^jUjJi 

— sialill ^ diO jljaJI j Apex j-ajll (J^J 2, ^jjjjW jtikil j C 

.Sj^Vi j jll a Jlii£U Next jj JLc- Wv ■ 

.plg-J^I till jLli. j Aa-axujJI 




ill, J ,1 



J' U'J- 



_1C 



> 



0> 



a J — ^ula-a ^ jj £p * J - *- t*lj J ( J * La£ jjAill f- 1 -^ t*ljjj ) 

Open the form to view or J a — ja tiiL jk-JI JUoV ^Oj-ajll ^aiu^a ^a 
f.\ — g-DU Finish j j Ls !c Wi . :Vi Ajl^ilt ^a j 5 enter information 

jiLj £t)l — «-»ll 4 l-i ■ ill jj *y uUftll j Jj^aJI Li^ 3 j-aj (_pa jC Lil Wl 

(Hotel Supplies Data) 



ytv 




New (blank) jj ^ — Sc. Jai^JalU ^ j J^Ij aja?. J>ui 



^j^jJI Jiul Navigation bar Jj-^I -Wj^ (J^- 2 t>° Record 



i c---'-> 1 

Record: «* 1 I Of 16 > V 



yta 




jl .laj — mj Hotel Supplies Data ^xjall CjIjjjjj ilAjU Jj^?- ^ C 

Jl ij| l-i -~ (Jib ojjilfa jj] tlixJ ^5 Jj-iaJI (jAj^l 1 'iK .ui lliblu 

. JjiaJI (J=>^ jifc J j-laJL 'tlAjLJI 



Blank " £j\i> £$yf o\yl\ ^^sf cAuuJ cxc^Jp -6 

"Form 

...I <,-*fcUK"-J j^ill f.Lijj cil jj jl ^JUlaII i .ui l nj ^3 bl 
r 1 * 'V li_^ Ajtj^jj-n aLjLJI fliA i jxill ^LijV jli £ Blank Form obVl 

.^j j-aill ^ aLIS J jii. £uJa jl UU-^ tlliS bl Aju^ali t^jjAill 

Blank form jjll ^^lc . Kv . > il Forms Ac jA^-all j* j .Create ^jjjjjII C 





JjjaJ (_uUu (+) jiii 4 Field List J jLJ 4-513 * j*. ^ c 

jajl j CTRL ^ULJI ^ 




Forms £.iU-Dl 




* s-=r= 



^jja jll £ i ^Aill (_P=j«J dil j^VI -2=>jj" <>« View j jll ,J^- T- i * v > » \ Lj C 

Form View 



=Vv. a / tr 



c -=--:- 

ipsiasasiifi 



Design " ^'s^oT ^wjjOiS ^>USou»\3 eA»uJ &fl3^>-^ 

"Form 



J J — a. ^^Jc £ j >ai3l <-* J" Form Design aLjU ^ hViJ f.Luj 
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(^Vl £-JJJ Jj-^ JM^I ^jJJ-a JjaJ frLuU^U J 

Form jj — 1! <_£ — k. JaijJal Forms <c- j^^ll j .Create s-yjfili jiil C 

JlaJI JLill ^a>o ja LoS Design 




»?- J ' F- = 




Design View (>ajxll <ajjL Jita JU. j^j ^ji ^jja 
cs 3 ^Ja^« LaS Tools CjI jj| <cj*x« ^ Property Sheet ■ C 



^ ri -t 



(_3__jjia ^- jjAill diljLjj j. i . r-io (jS-aja Property Sheet jUI j$iaiia 

Record Source <jUJl <> j Data Cj! jjilall <La. jl jUiiJ 

«.Lij! ijc JjLiJI ED JjVl jjll jjjj Record Source <jUJI jl ^a. jj 



rtr 




Forms ^iUiJI 



— - - = ■ --=- 




1 ^ J ^-^\ Show Table Si-alill Query Builder Sialj 

j Hotel Supplies Data jJj^-^l , ->j U'n ^j—Sia V- joj-iil ij-ll JjlM 
^ ja LoS Close jj fiiAdd jj J Suppliers Data 
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Query Builder ai-JU <> ^jklt * j=J ^ j^kj j Show Table SiaU 



^UJ! Ji*l| ^ ^ Yes ^ -Li^l f^iUL-.VI kis. ±J> 




<_p»-l£ ^ jl£ lila CiL^Ul^Vt *Lij] .lie <Ji ^> dljkiJ oa 

Record 3__jUJ ^-J <j| .kOLj .^o.n'll ^ jc aLjL ^jij 0>0 U] J3 h-, 
CjIjjVI <> j ^ jjxdJI *hj ^ ^>,iVw,iaSI J jLJt 2^?. ^ Source 

lJ^J! c^j* ^ Cil jjV! 4c <> Add Existing Fields j jll ^ ^- ■ 




Forms jriUJi 



•4 — SjiLa C±jl£ ^.Ijjoi aA^t j a_&iai. (JjiLaJI (jx <C. j-a^-a ^1 J-il a -^jj LS^' 

JSji — II ^ — 3 ^jJaj-a jA La£ Shift ^laLoJl ^I^ImiIj AjIULo jl Ctrl ^luLall -I ■ ..1 ; 



£ jjAilt (_pa j*l Form View j->Vl jUiaJ j View jj j^lc K^IL ^ 
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-.. ----- 



Ann i r~& 



---'-2y-i 

1 7 ?.f>fj [KB 



Code-: 



Yes jj ^ 1c- l-iiio !Lj ^ ^\ oislj j^^i S^-]-> ^ 

Main ja^L ^>jij . jA LoS jl _^<ull ^1 jjAaJi] c£j^ o^Lj jg h'fl 

jjO QiK.all ^Ja _^ jA La£0k Vit , ^) j»J Form 




Forms £.3UoJi 



— Cay* ja La^Navigation Pane i^jlll jj-aill ^1 jj$-1=> <— ij" 



l^a. ^ e j^. tjC tllisaj j) t_LSJ Jj^ulLl (j-aUJI c jaJ I^A ^ (>aj=>-i Jj3 

U II (jjjL Ifljk. J j.^ll jlaj jjL tiiX ^ jj tlu^-.View j jll j& j V) 
Jlall (JLill ^ Qi±A ja L£ View j jll <JaJ Jj^._&a1I ^*JI 



B j r.i ^ ^ ^5 
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<il&*ja ^ ij-oL (j^UJI CjUIiJ Jj^o <j£«j <jijjJI ^ tA? Form View . \ 

liSA j -^JJ^I 

tdil.ua. ^jj^j (j I ^jc i f J Ja\ jiaVt ^Jajll jA j Layout View .V 

^-a-i— ^ j — ^al j £ j j^ull Jj^o (iLilaj ^jja ^ll 11a ^ j Design View .V 

(J^^— *JI <^jk ^ £ j j-ill Jj-i«J <jl aLUJI Sjiall L£ C 

jj-a dip. Design View ^ 1 ^1 . ^ 1 <jl V] Layout View j Design View 
J— «JLi liua ^ j j^ull ^Jc ^Will Cil <iLiai j Jj^lll -<^' J&I l$jL 
Navigation Pane ^.jlll ^> eJjji <jill ^ j j^ull ^1 ^ ^ j^jJI Jai^alL 
View jjll JiJ ^1 ^ Joi-^j f3(Hotel Supplies Data) ^ j j-ull jSJ j 
^JUJI JS^ill jjj^a LaS Design View jliaj j JiHj ^jia. 




Forms £.3Ui]i 



jfriuS t Fill/Back Color J jJ 4h*ai<Jl <xjU1I <> jllkj j C 




S if --: 1 




K ■ I i 1 I S I B B ■ 








1 HfriKB * ■ ■ ■ 
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f» — j (Js^l u'j^ £rj-° Jj^aJI lWJ^ ^^j^ Ajili jjJ (JjJjuJ 



♦ Form Header 



(ft 




♦ Form Footer 



jjj jajj £ JaaJI ^jj^ JjAaJ) CjUUj CjUjj^ 111 £j3 (JjJ*^ _ f 

Font/Fore ji k \\ \ jj— J j-t (> jll^j tjAjVl ^jUII 

jjij] L J jib ^ jii <4j1c 1-it ■ >ii ja^VI j jjl j^iJj Color 




1 i*a ^1 lLi^^j]! J£ ^aLU View t5 l& Jit,,^L (illij ^ ijAill 
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^ — 1c Ur ,, Vi — SI ^ jIjaII jSa. jj^ij ^jj Jia, uii^ JjJju pSj^iy t 

£ t> i jaII (JLsJI j UiUI ^ ^pU-Jl t> Delete 

• Notes jA 






for 



Forms ^jUUI 



jj_JI U.^iL fh£\yu& Jl '^HS S j>ua 4iL2a) JjJjlS f-lja.) -« 

Design ^jjjjjII J^ta j-a Tools <c j*a.<<JI j-a Property Sheet 



1 £ 




MB i i ~ > "V^ 
ttm ii ™' b= ;-=... -.= .-%- *-s 

Form jUij Selection type * j=>JI <>>j Property Sheet ^jlll j^iiaa c 




(j II J j_wa jll la. Ja — J ^uJIj J j jilt j Format jllkj C 

(none) JJ^^all ja« . ^,11 ^jJc. JaiuJall j Picture <jUJI 
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N W^ 1 j^jJ Insert Picture jl I ^ j& ^' C 

Jaij^a — j Winter jl eliill sjj^j jl/'^l; ^iilj il^lj^l ^2 



OK 



Forms £iUili 




Design s-yj^l t> I ma 9 e J J 




L^lo jllkj j 4iO Insert Picture J S j^-a <r> j4 ^ Jfr^ <-*J** c 

V.t,^ < ^ Sunset i jy^ <^ ^ Sjj*-all 

OK 



TOO 
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Jj — iLaJl ^ ^jWun i ^jfralfl ^jlc- J qiail till f >AJ q r >uSj j jJTifVl p I ^1 





3 - 4* :Ji -_3 e 3# a g. 



— . Forms ^jUiJl 

||| " 

1 & „iA ^ wn-.w , djLliVuJ j ^-1 jji Tool Box — II jl j^ill <->! j^l 

jl j (Label ) ^ C 
(j-aj £j jx jl (Text Box ) X C 

. ^» rtl .fill ^OjAill 

-<^' ^ULa J (Command Buttons ) V C 

) ^Ux Jla ^UJ £^1 £*Z C tiLa ^1 J AjCjll <]U Aix ^UJ 

.^lii J (Exit ) j (Next ) j ( Back 
aj^j-a J ( Image ) i C 

J_la (j^UJI SjJ— £l JJ) J ^Jl ^ J AAx jli^j 

JjV.'..-^ J (Rectangle ) 1 Jai J (Line ) C 
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— , -ID 
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" Report" 

( Design View ) j±yul\ f***^ 
(Report Wizard ) jij&ft iiAjio 
^jaa ^\iayu*»V 

"Blank Report" 



Reports ^o 1 -^ 1 



^-J J V)J j ( MS Access 2007 ) ^L_j jj J y^k (> ^ J^»a J) jVI j 
.tliLjUJI e^cla dilj jio (jx jj^-o IajIjjcLj Reports 

j a l^aJjaJj CLlljLull (JJjia jC CLlLajixJI gkZuA (jjia (jx AiLjia 

^ylc tlljSj £ ilajj CjL^UU j Jjl^a- ^ AiLJ CjLjLull jj^ jCj fJoJJ (Jjia JSa 

. AjuiLuJI ml 

jjj jjSi-i l^&I AJiUJI ^Jc (> ^Uiuil J J ji?. ij\ <s^jLk> Ujixj Ujl t> ft Jlij 

<C.Lkll ^UjVI 1$ .^-ijC- jjSJ ^-aj ^1 tiya. (3J^UI J$J=^ 
jjjlij JJjlSSlI J^=» t> (>aj^l 1^ 1 i. ^j.^i-s Cj aa i <n JJJ^I 

CjULuII S.ic.15 gjlli ^ ( Microsoft Access 2007) 

.l$ia ^tuL-V ( MS Access 2007 ) jj JjL-j t> J^* 3 ^ 

I g->l"->j s jJlUxj aI^ui aLjj j ^ Reports jjj^I 3 cJf" 

jjC s^jii. ^-1'Tu.il (JjLjj (j-a aLjjj IgjL Liai IgijjaJ (j^-°Jj C 
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.djbLull S-icUj CLibLnJI ^lja.V ^L^j j^l l^JjS . ^ 

.dibLull Sac la CjU.ji.J ieUallj (_>bj«JI a5j .Y 

-: -UuiLul (jjL ^ OlAa. JJjSJ frLij] (JjJa Jl«JJj C 

( Design View ) jjjSjJI ^1 iVi.Aj ai-ia. jjjsj «.Lij| aajjL ■ 

-: AjjIjII c 

(Report Wizard ) jjjliill ^ ^'... 1; 

(Blank Report) jla jjjsoII -I ■^"...K ^.U^j <LjL ■ 

^iUll *Lij| jjL ^ <jLiu jjjliii] ^jU! pLisyi jjL J j^bj c 

ftliyi CJjLi. J>Lk ^ Ui^ aJLJ,, Jjj^JI ^jl^J ^.Jj 



jjjju " Report" o\&\ ftJbei^Ls j-jjiu *LZut ^ 

YJj til vib jj> J (Hotel Supplies2) ^1 — ^ — e-lS ^_al C 

.l^j jjjaJ jjjSsII *li>7 Desktop —II ^ fcji-Bj *LLJ 

<JjO=J jlJ j Navigation Pane a^.jUI i> 

Suppliers Data 

Report jjB iai^al Reports *e ^^1 <> j .Create ^J* 111 J^' c 




Access 2007 j 



k =; rf-v rMnpEE il- :'st" fcsq- rJt ! spat '^ f^w ^tf .T^ 



Navigation Pane jM <uJ <iLj j jjjsjJI ^ 




Save ^tiL. Jc Jai^j jL ^ jaJ iljjk) J j^Jl Jaia. jjlojj 
^Jlill <JSJjl J jin US Quick Access 




( Design View ) jj^JaUl <i<<Vi ^jcujia Y 

^.liiuuill 

— jail C:h — J(Hotel Supplies2) cjl iLu Sj — cla ^3 — al C 

JjiaJI jjjajll frUiiV 

^Uiuil J J jAa. jjjalll frljj (j^aj Report Design Sijjlall ^hVi.ul ^UjI 

(Jj-i^. (j-a JJ^I t _ s ic JJjaill elij ^JJ ' * 'J^ ^U.'ltnl eLiij (j^-aJ La£ (J*a3Lj Jj^._a-a 

.^jLajll <iLijl JjC (JUJ La£ dSjll (jaij 
tpVI £JJJ JjA?. <> J&1 (jit JllA JJjSj *t££U J 

jjll Jaij^al Reports A£.j-aa-all (j-a j .Create 4-yjJjl! jj^I C 
^llill JLill ja> La£ Report Design 



Access 2007 u^»i 







Field list<*jUJI j^jj Design View o^jaJI AiLjIa Jkb ^JU. jjjSj ^js ^ui 





ja=^ U — « Add Existing Fields jjJI ^ JaijJaj oiA j^ki ^1 bjj 

^JljJI jLilt ^ j^a LaS Tools Cl! ji 




Aj-ujj cjljkk 
( ^ j^UJI Jlio) ) -: JjVl SjkiJI ■ 



VI" 



Reports jjjUUI 



( jjjSjII J^aJI pi jaJ ) -: 4jjl5H ' 

(jjjaill Ajjl^l 4jjUJI ) -: 3511511 

jLkjijll jjlc (J-a*31 glials J$JaJ W^J J^J*^ fj.*""'* <^B J^aJ <— Sjjji C 

— '.^Aj Aj i .mj pi j^l ^jl] 

( Page Header ) » .j£ill L J j J frl p. jail 
.«ua jjjsjII jl jjc ^Ijj] L° Ullc.j 
( Details ) .jj.j&l p t 

( Page Footer ) ^ j&l Jj ,3 i^51l pjail 

CjI jLull <Ji.Xa jl lllUs.oll JOC J £jj\jll ^Ijj] fJJ La Ullc.j 

J j_^li*JI A (_pa«j ^Ij-ij ^3 ^LjjJI ^ Vs'lma t_lC.JJ -^J 5^ 

• <J3 Lua IfrlS 

(^i_ll j Suppliers Data J <jjJ jj— all dL-iLul I V j^a. Ul j$Ji) US C 

^■Ijjlj jjjSjJI ^jjuiti <ajj-a pi j^l <>a pj> JS £-a J-aUUI ^fl jVI Mj C 

-: ajIIoJI CjI j; 1-i 11 J!)Ul <> jjjSjII j^lic 

( Page Header ) jjj&I o-t j JjVl p jaJ ^ j~ali*ll g\ jjj . ^ 

( Details ) jjjiill £j^j-a ^1 * ^ j^U*ll jrljol . Y 

( Page Footer ) jjjSUI JjJ <^JIjH * jaJ ^ j^>li*ll ^Ijjj .V 
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f Page Header T n Aifl ,J wl AU iaJ ,j vualkH „| 

^--^ (Jjj* 31 <I J-=^j JJjS-I jljic *jaJI 11* ^ __j_,j C 

. jL_JI _J& 4j__jj Suppliers Data j jj^ll _J& 4jH> j _yJjj~ll 
CjL-JjLI SJj._a.jJ j _jl jSc jt Label jLI _Jc U,v,1b ^ C 

Design s-yjf-l _v» Controls Ac j~a__l 




3 jfei^riB.J ^ 



jl__J! ^j ^_4__]| Jci ^ ( ^ulj ) fr > J| J__| c 

( uPjj-M 

( Suppliers Data ) <__ta ^ ^ t JjSfl j=J 





| Fw-t 1 '-' ' t °7<<r ', rrrrfrffi|- m . r .,, . r r »; rFri igr,»;.ip»i 






IllllM^ 









j— ^Vl ujHI—j Kja m <ix^ j Andalus ^^Vl JaaJ J) JaiJ jjjAI? 



jjjili dllij (Suppliers Data) ^IjJI <jl jj*JI ^^ic <_>jaj el j?Aj C 

4<i7>^.j j-aa.VI jjli^J Ku»»i Book Antique ia-oj iaiJI 



Access 2007 



jjSjII <L^a. * Li] U*< 



AjjUoal] View 4j jSJI (jJc JaijJalLj C 




-i = : l -LE£i= : Dita. 




( Details ) h gtfl £ »Ja n f fej ^ >^U*J jj| .X 

lilljj 4lal£ ^JjjaII CjUUj J J jLl e jail lik ^3 £ j^j i_S jj-i j C 
J J Jj — <JI J » i l .. io <J_JLa> J«H <^ J J jiaJI Jj^au ^3 t^j C 

a — uj* Jjj — aJI JjSa. ^Lj jl^l (jj-aSI ^3 Supplier Serial 

' . ' ■ "jl j»$J-« Jj-i«J £-a -tly-^l f^" 3 ^ t^3 \$ iJnM ' * 



Reports ^o^ 1 



3^ A k.;^ ^..1^ 



t :_ 



J j J l$j jlj .kk Ig'Vi j A^j^m j Book Antique JaiJ I"j 

1 — frka. J AndalUS JaaJI l"j ( JjisJI CjUjj* ) JOiij C 

. -. "":.:^.~v:: : : 



HfiBI 



.... t ... 



mmmmmBm 




jisB Ul jfrki dip. AijljuJl View fcyyi (Jc iai^U ^ 

diULuj <LLuJI jjjs^I tltij^- 




( Page Foote r 1 g Aifl ,b j &Ittfl » aJI ,j yuaLaJt g| .T 

j view j J — It Ja— I f«-J yk. Joi^J! CP ^ 

Design view 







Reports ^jjUUi 




! 



UMinri, mat'-.' 



jjLjVI ( Ahmed Al Gohary ) ( ti J* 

Jajj — ui (j^ jj\ jic jl Label <j jSjI ^» ■ '— ^ c^J^ 3 t^J ^ 



(j-uL^IaJ j»JJj ij> jjlt £tJJ^ fj^-" 1 (j^ajJt cg^J ^ 

(JjlijjjJ (j-<uia Jj^jaII j (j^aj (Jj M» ,0 jl Text BOX ^jj^jl <_j^ Vit i 'r-t\\ C 

Design o-° Controls ^cj^JI 



.~ it. 



^^yxJI ^Jc. <aii^all Jj j ^ (J^ajlt tj^-a ^ C 



rvr 
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=Date( ) li* J^l-i? 




jjj 4j1c Double Click <^kj Long Date ^ ^jjIjII (>ajc 

1 — g_La jtj^jj (_>^i3l (j^jl > o-f> oiaLi jfl ^jujjVi (JjjjIaII 

J — iaj Format jUa. ^Ul <*jIS1I ^ j Format J jVl s-yjfill 




W Date 




oJ^^aII Text tillj j Jj^ull till pi jaJ Jx^jj a^Lill 

Ul j$JaJ tlua. 4jjLx-<dl View Aj jSi ^jic JaijJalLi ^3 



Reports jjjLfljli 




ifi/M/230-3 

Controls ja^aII i> Date&Time j jll ^ Ja ^l l <jjjla <jc 



L-:-;: 



^■■■■■flHiHBHHiBl 



Ok (jJc iaJuJall ^ Include time 



rv© 
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Report Header * jaJ ^ aLLJ 



Page Footer jjj&I JiJ J\ <u J^l 





Save s jab hi save jL! Ui,:*lL <dlij jjjiUI .Li* ^ c 
uPj>-^ uSJj jjjLII l^jj sjt»JI As 

OK IuL^jj(^ 







Reports ^oLSill 




(j^jiuU 2u3l$a]| 2LuUil ) -t2tUtm S^laaJl 

^'■^ lil fc't View ^-jjSjl JaiuJaJlj 





■— _ L J 



rvv 
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. r i" -':M=s=. CiSLsbri-e TsoIe " 0*5*5 n ' Unrjpt- i*it]S- Setup 

— £r r | 

tilt. -- .'fa: 1 





<i r 













i- Data. . 


! 







( Report Wizard ) /s/fiiM £\&s> CWbjJp V 

frLiiVI aL^L j ( ^ u^jj-JI ) cplc-U ^1 C 

Report Wizard 

Reports Ac j^a-all <j* Report Wizard j jll Jc ,k».Jal C 
tJfLuill ^ ^jja LaS Report < yj. 1 "'^ Cy 



k - J. 



Reports 



| (Jjj-alijll (Jjla. JjS ) ~ J^ill » ji-r^ll o 

| jjjSjJI (JjfLaJ (_pa^)C AiJ^la jLn^l j ~ ' ^ * ^ * O 
| jjjijjil (jja^aJI ( J^ ■* jLlla.1 ) — :Ajub«LaJI a ji-rsli o 
( CjljUkj A^oll ) -:^LJ a jJaai o 

^cJL_*aj jjjSjJI «.Lij! diljlii. (jAl 4jUiu •la.jJ 4jI Jaa^Aj i— Sjjj C 

. £jL<ull gJl*-aJ ^1 JJJ^I 

4jO j jjj jkaJI a^Ljj ^3 !>li<U» lift cJl^I ^jJ 4j| 7] C 

.^jLull gJU-aJ JJJ^J' c-Loijj dlljiia. 

JjAvA <>. jJjfcJI Jji* AJ^J jUil -^AlSgfaaJ 

^ a iall ditjujjj diULu Jji»> Jjaa. JS ^j-^j JJJ&M 

Supplier Code ^ ^ j£ Jaa. lie UjjjSj 
j j a. jA\ _ Supplier Name Jjj-all ^1 Jaa. £ j-^ I j^j C 

^3 IjjA fJ\ (>ajC ^JJ ^jia. <ia V^J — <jJJ JJaH <-5j i ?' ^ 

J^J&I 

(jiiall dil.l)jjj CjULu Jjia. Jj4a. ^1 J-^j-J l^j C 

.l«JS W ji f3J (») jj 1^1? s^lj 
IS ft y^': liiij j Supplier Code Jjj-all J j£ ^jiaj £ C 
li_ft :Un ,»V ( < ) j j (jk. U.-^ll ^ Selected Fields <>• JSaJI 
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3^ 



5 — jVnJ 1 — iljLi. Supplier Name JjjaJI ^1 J**- Jl^j liJ ^ 
Tables / j — « tdta j (jjjjjJI cAilu Jj-i*. jln^L fjii fLoj/j 
dil — jLij J>i_^ Jj_ sa. J£ Available Fields ^ U j^lija ^Queries 

Jty ( > ) ls — ^ ^» ■ ^ ^jy^ ^ <-&^ ^■Wi; j» jiia 
Selected Fields a \\'ua\\ Ujjjsj J jLi. JiaJI 11a 
s jlaiJ J! Jl&£l! Next jj ^ K; . 



Reports >jjl-nj)i 




JjkJl uiujSj jJjalU ^ j» JfcJI J±&1 "^ 5 ^ C 

iljl—jLu jLul Slab till j$i>J Jj^l S^J^J 



s J ^ vj j*^ v j W '^i aiA 




-: jliiaL V*ja ?J aj Ajjloll » jk»J! JliiiV Next UiM C 

(J^ 1 ) J* uj^ ^ji^l lM— jl Supply Serial Jia. jUai C 

•<^7 ( > ) JJ c> f5 * jjjSU 

— : ^tlvu (J i ill i iu j 
• J JJ^' ^1 Supplier Name JiLa. ■ 

. Jj-al! <cljaj3l j»joil GOOdS (Jia. ■ 

J <c.Liu]| ^L„ Amount Jia. ■ 
^jjL_j Supply Date Ja^ J Jl^ ( J^liill J jia. ) J 4jsuJ J jLJI c 

fA Y 



Reports jjjLajJi 



. cA h.^Xa Notes j 

.4SH4II SjlsaJI J] i}W Next Aai^ C 



.tlAkOL Notes <Ja^ j ^jj^ £jJj Supply Date 
*l j_^?J ^jj tjla li^jj J jjs V c^t None j-o jllkj lillU C 

. jllUI j^lLJl jjill 

Cj1 jk^ j> jll '» jkkll J Jl££U Next j j -kuJnj C 
Report Wizard jjj^I <kJjj 




4— ^.jaJ JjSaJ! o^J^ ^ jblU S jM\ oiA J c 

<^—s ^j^l Sample Jl J <ul ^ ^ ^ Jc. 

. Block JSj^j J jiaJI jijc Aaj jja jllialj C 

l5> Portrait J-^j jjj&]| ^ J^ J orientation o- ^ C 

. jjjfcll <ai^J ^ 

jl Landscape jLjiij jjjsUI ^ ^ jji J ^ c 

.<^UJ SjJaaJI J| Jl££U Next JJ Jt U.rti ^1^1 Jj c 




Sample Jl ^— i 4&—Z> j—^ ^ <-*j>* ^ (J 1 <J* c 

Sialill <^fl ouLJ jlpJI jA j -Flow jjjSUI ^jc j^^j C 

j— . SjjiVl j S-^ 1 J 12 ^ Next jj <A> c 

.^UJI ikJ-jj jjjliill ^UijV! cl!^ 



^^^^^ 
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: I - j -.3:33: _ 



.fL^JVl til jUij Will -: 4^jLJI 5 JaaJ C 

CAi—^J J— I J u' J— ^ jW^ 1 « j — LaJI ai_A ^ fjjj C 

Hotel Supplies Reportl(^ Sj <jj iill Cita jjjj j jjsj) 

*l$£U Finish jj ^^k. ;Vi ajI^-JI j 




Reports xjLi^Ul 



11 SJaJjj .iAlaJI JjJ^ 4*>L*a Ul jfrlaJ t-Sjxuj 

Ji oli^ ^ ill f-.VI j*^! jij® U"b t Report Wizard 




Supply J-jjjjfl Jaa. ja j ^-ijjjll J«»S V*-* ^J* 

Serial 



Iblc L JS ^lUJb ^idJI j JjLJ jjj&I 
fr l j_a.]j j-jj&I JlSt&U Design Sijsi ^ ^V.^ll 





"Blank Report" j^jiu ol I plj&iu/b j^jiu pLiul 2Cajjla t 

^ui-jV '^j^ eiA . pLi3 y ^ jU ^ Blank Report 
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Blank Report jj-J ^ Jai^l Reports Ac <> j .Create ^jjjII jiil 

JUl JliB 
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Jj^JI ujUj (+) £«aJ jja jfcl i Field List Jj^l i*SlS *>• C 

.tli jll ^ ^ jJjSiir J] f«fa— I ' Jj^ ^ J^'j CTRL 





jll ^ jjjSil! cjI yVl -^jj^ a- View j j» <>■ Li-Jli ^ C 

^tUI <JS-aH j^lj J± Report View 



Print Preview i&Ual\ ^ iiuUl\ 
Page setup 5Vt>»nl\ aU\i*\ 




Print itUai\ 



" 

/ A * 

l^jclJal jjjSUI A^k^ jj^-sl j iacj ^ l^UL Jj5 jjjSUI ^L-a 

Print Preview 

tftA II ^.J jaUS Home <-yjiiB View j jS JiJ 
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Print (>aj— jJI 4— sjjJa jbij £ Hotel Supplies Report 1 jjj&II ^jsj ^ 
AcUyi Jja AjjU-a dil j j JajjJl li] j$J=li3 Sr.l <U1 <iiLtJ| jl Preview 
O^J— £ j J jo"' ^ ,^<* . ^ 3^1^11 j S^^lall <jU jSjL Print Preview J 



t> lg--^j »ru i i j, , l j jsic ,y> print Preview Cj! jjSb 

<if 1 lUtl jl Print 4ij2ul > 




AcUkll 4jL*j 4^UJI Print siaU j 4c UJ JjlTii Ui^j jjjSill 







^5t5eJi jl Size V 




i Sjjfc J lij JUI J#-. «>a ^W^ 1 

(X^.VxX ^ ) A4 jA ^a^JI j -.Envelope cs 

^ j jl Portrait V 
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ijiial jl Land Scape <tj$jaJ t 

I I mmt agm mm 

p = -=rpn Dsa.GFrfc ; 




jjii-alyb ji Margins ^SJ 




LeftjL^-Jlj BottomJi-JI j TopLjkJ! ) JL.I ^1 s^jUl> 

.( Right(jJAillj 

CH 3 ^ J* ^ (Normal - Wide - Narrow) Ua j CjI jLiiil g-UjJ jajjj 



rvn 



UVa cjULls <^Ldb Print Data only ~<^$aJ\ 1 




HI! 

- : 

ie :.=:-; , - 

- - 

:--:=-=--: 
Zf-X -£ 

5* =:- - = 

L~=r - ; 
=->-:=" - = 

-_: nl'i .-j 





ir-ri .=_-€": 
-yx * : = 

:f=> -I- 



=2* - 



Page setup &Columns V 



^ ^^^^ ^ ^ ■ >^u^LMi 

a , ^.UJI j Page Setup S juJU ^la ^ <-i_^ <jl iai^Jljj C 

.J^l liA ^ l^jtnj t_fi_^j itLiail <=^ll Jt^j jij 
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2u<dbtltj jruSoJl j! Zoom £Uj2ul A 




. — — 



jUbtiUd Two Pages 2lj^2ut V 



.1^ j*, (^jLJI Zoom 2jjaj ^ Jai^ ^ SJaJj ^i^> ^ j^J^J C 

r v>»" a Cibaiio Multiple Pages SGjjfljl » 



jjjj Word dj^jojl >Y 
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yjj-stj >JiLi Ttj>,: F : 'i" A-j 




$\ More <G jjojI U 




* 

FJt-v--* SMitidi sb^it ta ?i HTML 



(jMfil $\ Close Print Preview 4j oaj! \Q 








Page setup 

-: (jjjia ijo jjlj Page setup J A. ^k^W ijcj j-I J) J^-ajll j 

a jjU-a dil J=>j>i fiJ Page setup AjjiJ ^^k. lai-Jall C 

\liLj> UjSj US _ Print Preview J AcUU 

An* nj CjIjjjjj Page setup J ^i-JI i-icj *ialj C 

Columns j a_J jj J Page j AcULlI Cj! jLii J Print Options j 

■ oXa C -l j\ 



-r.-fr 



fi^u i aj^I Page setup Sialyl CjUj^jj ^ jji ^ Iajj t-ij-j C 

. (J.) > rnS* 11 
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A* J 



^2 dil j1<u1ULj (jiJjgJl Uu 'm CiliLiui <j j^Jajj Margins 

Bottom t^-J j TopL-jklt ) Ji_J ts _J ^ ^jsll, ^ j 

.( Rightt>«J j Left jLuull j 

^ ( v ) j* jRight c>«J! I^L j»L ( \,To ) 
J£_^ L_i] ^j—xJ £2 J sample <~-L> jxoJ ^ ^ISJI » jaJI 

. jj^iiii *>■ «■ -» 

Print Data Only jL_jaJ Page setup JjVI t-ujiS ^kj 



t ♦ Y 



S r-.l.U ^1 Portrait ^— & jl^. j AcLiaJI «M J Orientations.) 
A^i^-J Aj_ Uajc AcUa (ji Landscape J J jiJ^ a^L^\ 

j jliil <ia pjjj aSjj J Papery cr^J ^ 

.Size (j* tSlli J ^cLllaJt 4aLa*3 ^JiloLttll (JJjll 

■ j ajs j AcLlaJI jj^so J Printer for ^^ij * j?^ 
2j -ul jiaVI 3_»jiyi ^! Default Printer J^j J^j 
J\ Use Specific Printer J i_u-UJ jl^aj AtoUlj SJja.j*3lj 

Igjlr. ^c-UaJl AjLc *.lj=>-7 Vu*J <*jUa JiXaJJ J^-' 
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Grid «-j JjVl »>J -: *l >1 ~a£& l^^I 11a 

c^l Number of Columns <*\j\±j aIiJJI L^kk J setting 
* JiJ^ •ij-c ^ jjc ^1 jiaV! jjj&Li sxtftVl Asc. 

'^—^JJ J— cs— a Uijix^JI cjlaUJ ^| row Spacing j 
jliLuJ! ^| Column Spacing j i AiL^ jL^, ( ^|jiaV! 
.AiU^^ ..tor jjc ^-bljiaVI jjjSUI ^flS^Vl 



<i« ^Ikll ^ jLjikV J Printer jj K^L, c 

oJUcijI Columns ildlj Jl ujjdtl 



-■^ jjisj <i J j*xl\ J Column Size (^-^yj » C 
.j ja«JI ^-UjJ Height i> j * J>>uJI jc ^ Width 

iUL ol ail J Column Layout^ t <r^ J » j?^ < * 

iULll sUjI Down then across ^ <Gl jL=>.j jjj&I 

(J _ IjVl ^aijuail ALlLall iainall J jjljuoJI fJ JftJ fJ 

J fj ^1 t> l^j 4^LiJl aUjI g;l Across then Down j i 4^LiJI 
^Ju^JI Jj jsM ^ *c.L1JI <y JjVI ^i—U aLIS-II 

Print 

<jLJ j & jx AAjLJ ^i^H dlbl^cj Ja^Ja <j<« f V^'ntrtl l *~ 

«cVl dJ^clijjl Jao^aj 4^V)..iJ 4*jUal1 J^lj <£-UJall J£^j 

4__lLc. J«" 4 ! ^jSjIj JJjSiJl ^ Aclflall oUj! Jaf^a <^J < » 

^Uall 

jj—L jjjSj Print AcUiJI g;l j-SM J_^>jllj C 

j Navigation Pane <Jj^-f^ i> ^L^ 3 j| J** 1 J^ 1 ^ c 

Print A&iAa j-VI j o*jtf\ oyj^' JJ 4l»Jjj ^Ac- - ^ ' ^ 1 




J-j Print ^LkJl siab «=*U j^ki ^ ^ U.uB ^ - : ^^L a 



C** 1 — ^ ' A — ^ u — • ( Ctrl + P ) ^1 u lc U,n 11 Y c 

Keyboard — II jl 

J— jS ji ly^J; ( j Aj j a sj ^ p rint 5j jL! ^ K;,^L> V C 

• Preview jjj&I Ail*^ a^A^ ^ Print Preview j! 4c 



j! Printer Ajujjj J j=J Print 4cIlL ji sjali c 

jx_t ji Copiesj jLJaj J Print Range j 





4*jUa ot Printer c 'pA 

<j] AjuUJ ^Uj IftC JJJ *J*& ,iA Jj^J 

2r.l.Utt ,t Print- Range r y&t iaJ 

jjjSUI l£ AcUla AlU. All ^ j AjMj *>J liA djljlxkj 

v^... A , , ',<j j ... J] ... (> cjUi-all Page From... To.... 
jl—kil jj^j ill*. i^Ji cj^uJI J Selected Records 

£ .V 



c 
c 

c 
c 



c 
c 
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jjj^ll ^i^, jjjlij jJuj Jib f _jL J MS Access 2007 jj . vt-.-.t ^ 

U '" 1 T -j ^* ' ^» j ul Jl J I jj — all ^aLjjJI lA j2 jj o jjJI o^Aj C 

~: Jla o jjjSj ^Jc. ^LaUJI CjIulJII 

4 n» oil i * il o j. ..'■••< tt j jU. . fr l . ^ 

J JJ^I ojijJ (^ill 

ujLLuJ O^-^jJI -^1 Jib » jjjSj jJiL ?J L J jA <ulc. L J£a 

.<] (^frljJJ La£ 

^ j (jj^l CjIjjjjj ji Hotel Supplies Reportl jjjSj £ji> ^ c 
J JJ^I c£U> <> jjjiUI j£> J Word <j j^Yi K;.,j3l c 

IaLl^j^I (^^Ij Print Preview Cil jjVl -ki^i ajj^jJI 

^ ^ soaLill 1a ^jL ^ j . jj^l siib c 

gJU! Jilfl ^ OXU jA LaS Ok jj kr-Jal ^ V 



£ * A 
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Jia^Lj tjSlj My Document jA j .ijjjll gJ-ijj ^ Jiiail jiaVl 
jJj Rich Text Format J I jL-£aJ ( .rtf ) ijlaVU ' °M 11a jt 
Document J I jL^alk! ( .doc ) <_sjj»-all .ijjjll .ilJlaL j^kj 
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